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A guide to navigating ClientTrack, a web-based case management tool,
including entering basic client information to managing caseloads and
reports.
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CLIENTTRACK USER MANUAL

Objectives

Thank you for using ClientTrack as your Homeless Management Information System (HMIS). HMIS is an
electronic data collection system that stores longitudinal client-level information about persons who access a
variety of services for homeless prevention and/or rapid re-housing services. HMIS is a valuable resource
from the participating homeless assistance and homeless prevention projects in a Continuum of Care (CoC).
Aggregate data can be used to understand the size, characteristics and needs of the population at the local,
state and national levels. HMIS enables information about client needs, goals and service outcomes.

The content in this user manual will provide information on all of the basic features of ClientTrack and
detailed guidance on your day to day data entry, as well as helpful case management tools to optimize your
services and time. We believe you will find this web-based case management system easy to use and essential
in sharing your impact.

In this manual you will find the following information:

e Contacts
o HMIS Help Desk Information
e Review Security Policies and Procedures
o Consent Policy
o Computer Storage
o User Name and Password
e Overview of ClientTrack Features
o User Dashboard
o Case Management Tools
o Client Record
o Household Members
e Entering Client Information and Managing Project Enrollments
o Intake Workflow
o Services
o Case Notes
o Update/Annual Assessment
o Exit Workflow
e  Submitting a Help Desk Ticket/Contacting GA HMIS Support Staff
e  Basic Reports
o Service Summary
o Annual Performance Review (APR)
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Contacts

GAHMISSUPPORT@DCA.GA.GOV

HMIS Help Desk
If you encounter any issues with ClientTrack at any time, please contact the help desk with the email address

below. Please do not send any identifying information for clients when emailing the help desk. There is a
unique client ID number assigned to each client record in the system and you can find this number by
hovering over the client name at the top of the client record. Please use the ClientTrack client ID number
when emailing the help desk if applicable.

HMIS Help Desk: GAHMISsupport@dca.ga.gov
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Security Policies & Procedures

Personal Protected Information (PPI) is considered any information that could lead to individual
identification. Agencies participating in HMIS should have procedures in place for the secure storage and
disposal of hardcopy and electronic data generated from ClientTrack or created for entry into ClientTrack. PPI
should be stored in locked drawers/file cabinets and hardcopy data should be shredded before disposal.
Electronic PPl including data contained on disks, CD’s, jump drives, computer hard drives and/or other media
should be reformatted before disposal.

PRIVACY AND CLIENT INFORMATION RESTRICTIONS

The Notice of Privacy Practices including the purpose for data collection should be posted in a public area and
in an office where an intake professional meets with clients. The full privacy policy notice should be posted on
the web sites of agencies, as well as made available to clients who request it. The document is called “Intake
Posting” and can be downloaded from the Georgia Department of Community Affairs website at
http://www.dca.state.ga.us/housing/specialneeds/projects/hmis.asp

In order share transaction date (enrollments and services) a signed client consent form is required. A client
who presents to your agency for services and provides information needs to provide consent to share certain
data in ClientTrack. Data collection and data sharing are topics that should be discussed with the client at the
time of intake. Some project enrollments (and information related to those enrollments) are restricted and
only the enrolling organization will have access to those records. No person should be refused services
regardless of their participation in ClientTrack.

CLIENTTRACK COMPUTERS

All computers used to access ClientTrack should be situated in secure locations. ClientTrack computers in
publicly accessible areas should be staffed at all times and not viewable by other individuals. All computers
should be password protected, and the password you use to log onto your computer should NOT be the same
password as your ClientTrack password, but rather a password to prevent access to the computer itself.

ClientTrack usernames and passwords should NEVER be shared with other users. Users should not
keep username/password information in a public location (i.e., sticky notes on monitors or filed under HMIS
or Password in a Rolodex). ClientTrack security policies require the use of strict passwords. Passwords must
have:

eAt least one number e Atleast one non-letter, non-numeric character

eBetween 8 and 12 characters e Atleast one capital letter

New passwords will be required upon first login. Accounts are automatically deactivated after 60 days of
inactivity for security purposes. You will be required to change your password every 60 days for security
purposes. If you need assistance with your username and password contact the HMIS Help Desk by emailing

GAHMISsupport@dca.ga.gov and someone will assist you.
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CLIENTTRACK ACCESS

You can access HMIS with the following link:

https://Clienttrack.net/GAHMIS

LOGGING INTO THE SYSTEM

ClientTrack is a web-based application and you will need to use an internet browser to access it. ClientTrack
works with Microsoft Internet Explorer, Google Chrome, Mobile Safari and Mozilla’s Firefox.

Open your web browser and go to https://clienttrack.net/gahmis. Enter your assigned User Name and
Password and click “Sign In.” Remember, sharing your user name and password is not permitted.
Passwords are case sensitive and pop-up blockers must be turned off to access the application. You
may need to change your settings to allow for pop-ups from this site.

What's New

Webinar — Bridging the Cultural Gap between Health and Social
Senvices

1/21/2016

Healthcare providers are under pressure to improve population health
outcomes. Social services providers are under pressure to expand
services with limited resources. These tradtionally silo-ed
organizations are now finding themselves pushed to bridge the
culture gap and work together to improve community heaith through
social senvices intervention. Healthcare organizations are actively

.(
)‘ I' k." seeking community partnerships with [ ] The post Webinar —
C |entTraC Bridging the Cuftural Gap between Health and Social Services
appeared first on Client Track.
Sign In'to ClientTrack
ClientTrack and MHIN Partner to Optimize Care Coordination

User Name Train33@fake.com B
11, 2016 Salt Lake City, UT - ClientTrack, a leading provider

of heslth and human services cloud-based case management
Did you forget your password? solutions, today announced it has signed a memorandum of
understanding with MHIN, one of the nation's leading natfor-profit
health information exchanges (HIE) to integrate health and human
3 Signin services data with clinical data to reduce costs and [...| The post
ClientTrack and MHIN Partner to Optimize Care Coordination
appeared first on Client Track.

Medicaid Inngvations Forum 2016

12/30/2015

ClientTrack is a proud sponsor of the 7th Annual Medicaid
Innovations Forum, January 27 — 29 in Orando, Florida. This
forum gathers representatives from states, health plans, and
‘solution providers to discuss strategies for improving quality of care,
reducing costs, and improving care coordination for the Medicaid
population. ClientTrack helps Medicaid 1115 and 1915 waiver
programs accomplish their goals ] The post Medicaid Innovations
Forum 2016 appeared first on Client Track.

Visit woew. clientirack.com for more information.

Click on “Use These Settings” or “Sign In” to continue. You will be required to “Accept” the Terms of
Agreement when you log into the system for the first time.
——
GA HMIS: HMIS Programs ALLURData® Inc. and E_mvia Solutions™ Partner to Offer Outcome-
W ::::n z: Coordination for Heslth and Human Services Whale
Organization 11/21/2016
MNovember 21, 2016 — ALLURData Inc.. a leading organization in

|MY Training Organization Vl health information technology, i= pleased to partner with Eccovia
Solutions to deliver a joint care finaticn, health data ir i
Location and a health information business intelligence offering. Healthcare

providers understand that health care costs are at capacity. Only by
{dressing the sccial d i of health and [...] The post

My Training Location g
ALLURData® Inc. and Eccovia Solutions™ Partner to Offer Outcome-

b

Users will likely have access to TWO Workgroups. It is critical that you select the appropriate Workgroup
based on the project for which you will be entering data.

Most Users will choose the GA HMIS: HMIS Projects Workgroup (emergency shelter, transitional housing,
rapid re-housing, prevention, services only, etc.)

The GA HMIS: Street Outreach Workgroup should be utilized ONLY for street outreach projects, including
PATH.
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Overview of ClientTrack Features

USER DASHBOARD/HOME WORKSPACE

You will be directed to your User Dashboard on the “Home” screen and notified of any important “HMIS
News” items the Office of Supportive Housing wants to communicate (i.e. upcoming trainings, changes etc.) -
this is the first screen you come to after logging in.

@ GEORGIA HOUSING AND FINANCE AUTHORITY Training - ClientTrack 15 - Internet Explorer - .
[ ¥ nttpsy//west clienttracknet/ 15/ MainPage.sspi nline=false a
= et ™ LN Search GABOSTrain01 (Training) | Help = Sign Out
allientlraci

\44| GABOSTrain01

4 My Training Organization GA HMIS: HMIS Programs

&€ Welcome GABOSTrain01

My Training Organization News
The Georgia Department of Community Affairs would like to welcome you to the HMIS/ClientTrack New User Training!

Information and updates related to HMIS/ClientTrack will be posted here so please check back often.

Current Program Enrollments

30

Program Cases Clients
My Training Org - HOPWA - Hotel/Motel 1 1 0 I
My Training Org - HOPWA - Perm Housing Placement 1 2 l I . l
My Training Org - HOPWA - STRMU 1 1 (R — --
& & <
s e

o —— e —
My Training Org CoC - PSH 1 16 & R <& & & & &
My Training Org ESG - Shelter g 10 a\\\’p v@*“ :;@h ‘c,‘@ o&s“’ 0;,6# o&‘é\ q;,o‘p
My Training Org ESG - Street Outreach 16| 23 < @‘?‘ o o & & & & < 7
My Training Org RHY - Street Qutreach 1 1 q@’ ao"\ ES) (90 o @ < Qg\l f"‘Q QOﬁ
My Training Org RHY - Transitional 1 1 ¢ & o@' @‘6 o é;(’ & Iead o Qe\o
My Training Org SSVF - Prevention 2 3 A 0 Q:\« < o o® e\‘“ {\\@ ‘\/\‘
My Training Org SSVF - RRH 8 g & & « & «® «& <& a

£y B <& <& w «
© & >

)TClientT d

When you first log onto the system, you may want to “Pin” the menu on the left side of
the screen. In order to “Pin” the menu, click on the box highlighted in red below.

Show the menu

Once the Menu is visible, click on the push pin to .
keep the menu visible. This is same process when Home - ){ClientTrackm I

using the various workspaces. Always show the menu
y Traning Organization|

STANDARD REPORTS
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You can access all three screens, “Home,” “Clients” and “Issues” which provide you different features for

managing your cases by clicking on the link with arrows beside the ClientTrack logo outlined with the red box
below. After clicking on that icon, you will see the three boxes appear labeled, “Home,” “Clients” and “Issues”
and you can toggle between them by clicking on the appropriate box to take you to that section of ClientTrack

as seen below.

¥ GEORGIA HOUSING AND FINANCE AUTHORI ClientTrack 15 - Internet Explarer

¥o https:sswest.clienttrack.nat/15/MainPage

HOME
GABOSTrain01

isaues

My Training Organization
GA HMIS: HMIS Programs

On the “Home” screen there is also a list of Menu Items that give you easy access
Home Hl to your current case assignments, case notes and more under “My ClientTrack.”
You can also change your password with the “Change My Password” link by

éﬂ User Dashboard
clicking on “My User Configuration” in the list of Menu Items. All of these tools
STANDARD REPORTS are designed to maximize your time and grant you easy access to your client
MY CLIENTTRACK records.
j Bulletin Board You will also find the “Reports” section on the “Home” screen. To run a variety of
IL‘ Recent reports, which will be detailed later in this manual, click on “Reports” found
above “My ClientTrack” in the upper left-hand corner of the screen to access
@ Tasks > reports.

Ej Calendar

I¢ i
| Active Cases

“Active Cases” will show a list of clients for which you are designated as the Case
Manager. This is not necessarily the clients actually enrolled in you project.

T& Case Load >
— “Current Enrollments” will allow you to select a particular project and view
m Current Enrollments > i o ) ]
: clients that have an official open enrollment in the selected project.
& My User Configuration >

@ Paused Operations You can view and complete any Paused Workflows by selecting the “Paused

Operations” menu option.
@ My Submitted Issues

HMIS REPORTS You can manage Issues that have been submitted to Help Desk via the ClientTrack

Issues Workspace.
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SELECTING THE CLIENT WORKSPACE

In order to transition to the Client Workspace, click on the link with arrows beside the ClientTrack logo

outlined with the red box below and select the Client Workspace.

Home *| JiclientTrack- U
1

Ao Trainoo

CASE MANAGEMENT TOOLS

In the “Clients” Workspace, you will find the most recent client record you were on as well as a list of Case
Management Tools on the left-hand side of the client record. The following information outlines features and
tools found on the client record, and to access these features, hover on the link in the case management
section and a list of tools will appear as seen in the red box:

fiﬁs Find Client & Bonita Springs

12/6/1969 406293

ﬁ Project Intake

%E RHY Project Data Intake

G b ¢ Bonita Springs’s Dashboard

Bonita Springs's Information

Name:

CASE MANAGEMENT Springs, Bonita

Gender:
Female

Ethnicity: Non-Hispanic/Latin

:L‘Lj Assessments >

é Services

m Enrollments
@ Household Members >

! Paused Workflows
~—

Bonita's Enrollments

Enrollment Ci
Description Men

¥ Current

@ My Training org CocC - PSH

e Find Client - To search for a client in the system by first and last name, date of birth, social security
number, client ID number, etc. Remember, you will get the most returns if you only use the first few
letters of the first and last name of the client.

e Project Entry - To enroll a client in your project. RHY Project Data Intake is designated for
projects funded by the Runaway and Homeless Youth project and will call very specific assessments
related to those projects.

o (Case Management Tools: (Frequently Used)

o Client Dashboard - The overview of the client record as seen on the next page.

o Edit Client - To edit basic client information like address, date of birth, social security
number, disabling condition, veteran status, etc. There are more helpful tools under “Edit
Client” that are available for you to use depending on your agency’s needs and requirements.
You can add “Interested Others”, Review an Alias Name History, Review Address History,
Update Case Manager Assignment and Review Notifications.

Household Members - To review household members and manage household accounts.

O

Assessments - To review assessments and please note that all required assessments for
your project are captured in the Intake Workflow.

Enrollments - To view the list of current and past enrollments.

Services - To add, edit and view the list of services the client has received.

Referrals - To add and manage referrals provided to a client.

Case Notes - To create, edit and view case notes.

o O O O O

Paused Workflows - To resume a workflow you previously paused.
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e Basic Client Information - Located at the top of the client record and includes the client’s name,
gender, date of birth, etc. The client ID number can be found in the client demographic section of the

Client Dashboard (Client ID Number is required when communicating electronically about a client

record, i.e., requesting assistance from the help desk).

CLIENT RECORD

The client record is broken up into sections with case management tools to help you easily find client

information and manage project enrollments, services, case notes, and more.

1. At the very top of the client record, you will see the client’s basic information and demographics as

shown below. You can find the client ID number (in the red box) in the client demographic area, which is

automatically assigned to the record when created.

Clients * | Jictientrack- A st ) s
@, Find Ciient Charli Tf
12/6/1969
SE Project Intake

gﬂ RHY Project Data Intake.

CASE MANAGEMENT

E Client Dashboard

2 et crent
1 Case Notes
ﬁ Assessments
2 sewices
[ Enroliments

&) Household Members

 # Poused Workflows

v

1. Basic Client Information and Demographics “.

Charli Test's Information a

Bith Date: 456 1060 Age o

Disabling
Condition:

Veteran:
Yes Yes

Ethnicty. o, Hispanic/Latina Race:  poian,

Charlfs Enrollments 2. Enrollment Information -

Enrallment
Description

. - Last Assesament .
‘Enml\ﬂme ‘Emnme ‘Ormnlzanﬂn plered | Enrall \n‘ ExitID

Case
Members

| v Current

@ My Training Org ESG - Street Outreach. 1 11/30/2016

| v Pravious.

|° ‘MmimianrgDuDrFSH ‘ 1 ‘12’1}0{2’1]5 ‘umfms

Case Manager Assignments

3. Case Manager Assignments

1 result found|

Case Manager Begin Date. Status End Date. Enrollment

Charli's Services

| 4. Services

§ Total|Organization

$0.00 My Training Organization W
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Data Sharing Information - In order to see and share transaction information on a client with other

organizations AND the client has signed a consent form to share information, you will need to change the

Information Release in the system. You will go to the Client Dashboard and hover over the Edit Client menu

option. Select the Information Release from the sub-menu.

Clients *| JichientTrack- A vt ) s
@‘ Find Client Flash Gordon a

12/6/1969 406314
] Project Intake

%’:—‘u RHY Project Data Intake

CASE MANAGEMENT

& W ./ Information
|&] ciient Photo

§ Information Release

Release and Security

fions thru an existing

L I ICE =1 ]

select an Information Relesse # using the lockup. Enter the Begin Date snd optional End Date for sharing this clients record. Select

Client Dashboard

4[4} Interested Others

| CaseManagers

will ok releases snd hide:

fo Release sliows only the ergsnizations granted sccess to the ol

record from sll other

thru Information ions to sccess the dient record,

lows all to access the

and create

Information Release #: [l oy

i L)
j Case Notes ,A Notifications BeginDate: |12/29/2016 71
ﬁ Assessments @] Address History End Date: ]
“ N N N Security Restriction:*] O Restrict to Organization
,rg Services @ﬂ Aliss History ® Share Intake to MOU/Info Release
! © Share Intake Globally
m Enrollments
Signature:
&4} Household Members 3

¥ Paused Workflows
-

All client records imported from the previous HMIS will have a Security Restriction of “Share Intake Globally”
which means all organizations will have access to a Client Record but not transaction data such as enrollment
or services information. If the client signs a consent to share information, you can change the Security
Restriction to “Share Intake to MOU/Info Release”. You will need to add a "1" in the Information Release #
field. Changing the Security Restriction will allow you to see transaction information from other
organizations. Enrollment and service transaction data for “Protected Agencies” will be restricted by
ClientTrack and remain restricted regardless of the Security Restriction.

Barrier (special needs) information and Case Notes are not shared between organizations regardless of the
Security Restriction.

Please DO NOT use the Restrict to Organization as the Security Restriction. If you use this option, the Client
Record will NOT be visible by other organizations and they will not be able to search or access the Client
Record.
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2. In the center of the client record, you will see all of the client’s past and present project enrollments as

seen below.
= s resuns rouna
Enrollment Case - . Last Azsessment
m Enrollments i Mo o [EnrallDats Exit Date Organization cormplonsd EnalliD|  ExitiD
-

&4} Household Members A

] My Training Org SSVF - RRH 1 12/01/2016 My Training Organization 12/01/2016 10635
- &E Edit Enroliment Workflow  Jn 1 11/30/2016 My Training Organization 11/30/2016 10361

277 Add Family Member

ie View Case Members

277 Update/Annual Assessment
= Link Assessments

¥ Associated Assessments

1 12/06/2016 12/21/2016 My Training Organization 12/06/2016 10595

2 results found.

Service Units $ Total|Organization
SE Exit the Enroliment SSVF - Assi Obtaining VA Benefits - 100 $0.00 My Training Organization
| % Review Entry Assessments [ Contact 1.00 $0.00 My Training Organization

A Delete Enroliment

There is a blue play button/action wheel (as seen in the red box above) you can click on to easily manage your
project enrollment. When you click on the blue play button, a drop down list will appear where you can:

¢ Edit Enrollment Workflow - Edit the enrollment date with this feature.

¢ Re-enter the Enrollment - Use this feature to re-enroll a client who was accidentally discharged
or his/her enrollment status changed to continue services. This option should be used sparingly
and is only allowed certain circumstances.

¢ Add Family Member - Use this feature if a new household member needs to be added to the
household and enrolled after an enrollment has already been established, i.e., a new baby is born
and needs to be enrolled. Make sure you're on the head of household’s client record when adding a
family member to the enrollment.

¢ View Case Members - View all case members associated with the specific project enrollment.
Use this option to verify which household members are actually enrolled in a project. The list of
household members found on the family icon/family portrait does not necessarily indicate which
members are actually enrolled in your project.

e Update/Annual Assessment - Use the Update/Annual Assessment to conduct annual
assessments or capture changes to a client’s status since enrollment. You will also use this
workflow to update an enrollment with a Move in Date (RRH projects) and Engagement
Date/PATH Enrolled Status (street outreach/PATH projects).

o Exit the Enrollment - To exit a client, select “Exit the Enrollment” and you will be prompted
through the exit workflow for the client and all household members if applicable. If you need to
only exit one household member, go to the specific household member’s client record and conduct
the exit workflow without exiting the household.

¢ Review Entry/Exit Assessments - You can review the assessments completed at entry and exit
with this feature without going through the workflow. This is helpful in completing missing or
inaccurate data that was not captured at those points in time.
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3. Case Manager Assignments can be managed by clicking on the case manager assignments link, you will be

taken to a screen where you can edit the status of a case manager for a specific project enrollment or add new
case managers to the client record.

-

){ClientTrack~ [ A | a | A Autumo Gale (Training)  Help  sign out
G‘Fm Client Jane Doe a
111991

123456789

Clients

27 intake

L SO D=0

GASE MANAGEMENT The client's history of assigned case managers displays below. To view or edit a case manager assignment, click the Edit next to the record. To add s new case manager assignment, click the Add Case Assignment. To print a it of the
assigned case managers, click Case Managers Repor

w Client Dashboard
/ Ediclient > e pdd W Report
m Family Members > 1 result found

] AEseenty > = Case Manager & Begin Date ¥ Status & End Date & Enroliment a

B) 02 | lossnons Inactive oz My Fake Organization -(CoG-R10)

© Encoliments
& Services. >
& Referrals

4. Services associated with a specific project enrollment will be listed at the bottom of the client record.
You can manage your client services by clicking on “Services” in the list of case management tools on the

left-hand side of the client record or by clicking “Services” above the list of services on the client record.
Documenting services is discussed in detail starting on page 32 of this manual.

Cliets | ctienttrack- B s ) 4 S0
@, Find Clent £a Charli Test a

12/6/1969 406179
] Project intake

,335'?“ RHY Project Data Intake

The client's service history displays below. To record a service, click Add New. To record multiple services, click Quick Services. To edit o view an existing service, click Edit next to the record.

CASE MANAGEMENT
[Er—r—
& Edit Client > 2 resuits found,

“1 B Date = Service & Units = §Total = Organization =

S I 12/01/2016 8SVF- it btaining VA Benefits - 1.00 $0.00 My Training Organization

U Assessments > 11/30/2016 Cantact 1.00 $0.00 My Training Organization

-

l=a
n Enrcliments
& Household Members >

;_ Paused Workflows

HOUSEHOLD MEMBERS

(& GEORGIA HOUSING AND FINANCE AUTHORITY Training - ClientTrack 15 - Intemet Explorer _ %
)¢ hitps://west. clienttrack.net/15/MsinPage s=pxinline=false a
Clients X Y - Search M Michells Milliken (Training) | Help | Sign Out

e‘ Find Client (% Test, Charli- 1969

2T Project Intake ﬁ Charl Test 5 a Mandy Test )

! Age 47 Self Age 11 Daughter |

%’E RHY Project Data Intake
Charli Test's Information

Name: Birth Date: Age

CASE MANAGEMENT Test, Charli 12/6/1969 a7

Gender: Dissbling Veteran:

Female Condition

ENISRY o Hispanio/Latino

Yes Yes

=
2, EdtClient

1 CaseNotes e

Asian, Black or African American, Native Hawaiian or Other Pacific Islander

You can view household members and their client records by clicking on the Family Icon/Family Portrait at
the top of the client record beside the client name. A window will appear with all of the current household
members. You can click on the names of the household members in the window to go directly to his/her client
record.
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NOTIFICATIONS

ClientTrack features a “Notifications” tool on the client record that allows you to set up alerts specific to the

client, like recurring appointments, required documentation, client deadlines, etc. The Notifications tool is

located beside the client’s name at the top of the client record. To add a new notification, click on the bell and

a new window will appear below it. Select “Add New” to add a new notification.

m Search :.

);/C lientTrack™

Wonder Womdn
1/2/1985 Female

onde o D T -
Notifications Upcoming

‘Wonder Woman's Information View Notifications

Namy ifications
Genad Add Notification pen Calendar
' Female O ves
Ethnicity. Race:

After setting up the notification, you can
review your notifications and calendar
by clicking on the bell and selecting
“View Notifications” as seen below.
You can also view notifications by
hovering on the Edit Client menu option
on the left of the client record.
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Ethnicity:

Case
Members

2

rvice

A new window will open where you can set up the
new notification as seen below.

Alert

= Notification / Alert

High (Red)
Normal (Yellow)
Low (Green)

Message:* Client needs to contact case manag

O Violence

© No Contact

@® Information

Priority:* [High V|

N Begin Date:  02/08/2016 8
End Date: 6

Status:* |New/Pending

Alert Setup - Use the fields below to determine when to show the notification. If you check
Show Reminder, the alert will open a popup window the specified length of time before the
E{schedule begins.

Notification Type:*

Fel

am

am

Alert(s) &
Time: 02/08/2016 [ 08:30 f to 09:00 fy) Duration: 0.5hours (X
Show Reminder: 15 minutes = b
EIEZSEN 5 Cancel i

Clients

T

JiClientTrack-

‘efs Find Client
ﬁ Project Entry

%E RHY Program Data Intake

éﬂ Client Dashboard

CASE MANAGEMENT

Waonder Woman
1/2/1985 Female

.

The current notifications recorded for the individual display below. To add a new notification click th
Notification / Alerticon to the left of the desired notification.

¥. Notifications / Alerts

d Others

“ﬂ Client Dashboard

show current Notifications: I
‘I‘ Case Managers Status: ¥ New/Pending e
S + Acknowledged
I" Notifications Complete
Canceled
@ Alias History
1 resuft found.
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Entering Client Information and Managing Project Enrollments

FINDING A CLIENT IN THE SYSTEM

Before entering a client into the system as a new client, you should ALWAYS conduct a search for the client

to see if there is an existing client record in the system. To search for a client, go to the “Clients” screen as

seen below and click on “Find Client” in the upper left-hand corner of the screen as also outlined in red

below.

Itis imperative you do not enter a duplicate client record into the system in order to ensure the

accuracy and overall quality of the data. To speed the search process and reduce the chance for input

error, input as few characters as possible in the criteria fields. You may search for a client by entering one or

more of the following:
o

a thorough search)

Social Security Number

Birth Date

Client ID Number

Letters of the client first/last name (use as few letters as possible of the first and last name to conduct

Clients *| JictientTrack- A e stin ) i s
E Find Client I ca Charli Test a
12/6/1969 406179
,%’_P“ijemlmke

€

Charli Test's Dashboard
211 RHY Project Data Intake

It is important to try different options for your search. Again, it is best to ONLY enter the first few letters of
the first/last name and not rely solely on a social security number or birth date, as those elements

have a higher rate of missing or inaccurate data. Another option for searching is to search different

spellings of the client’s name and remember to search for nicknames such as “Joe” in addition to “Joseph” or

“Jen” in addition to “Jennifer.”

Clients | dctienttrack B e ) 4 S10m
@, Find client g Charli Test Q

12/6/1969 406179
,%’_?“ijectlmke

W % Find Client
21/ RHY Project Data Intake € ;

CASE MANAGEMENT

Client Dashboard
2 Ednciient

j Case Notes

ﬁ Assessments
2 Services
m Enroliments

&4} Household Members

First Name:

Last Mame:

Middle Name:

Full Name (Last, First):
Social Security Number:
Birth Date:

Client ID:

Char
Test

®lg

bl =1

Use the section criteria below to find your client. To narrow the search, fill in mare than one criteria. Social Security Number and Birth Date are the best fields to narrow your search.

@, search

Last Name &
Test
Test

¥ Paused Workflows

First Mam:

Chari

Middle Name «

Birth Date «
12/06/1969
12/06/1960

ssN

XXX-KX-8888

Client ID =
40519
40517
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If the client is already in the system, highlight the client name in the search results and click on the Client

Name to select that record. The selected client’s information will be displayed at the top of the screen and all
information entered from this point forward while on the client’s dashboard will be associated with the
currently selected client.

HMIS Support staff continually work to eliminate duplicate clients in ClientTrack. Please
contact the HMIS Help Desk or submit an “Issue” with clients who have multiple records in the system.
When sending a notification of duplicates or any information regarding clients to the Help Desk, please
ONLY send Client ID numbers. Client ID numbers are found on the Find Client search screen and in the
area of the Basic Demographics on the Client Dashboard.

After selecting the client in the search list and going to the client’s dashboard, you can begin your enrollment by
going to the Project Intake, RHY Project Data Intake workflow or Street Outreach workflow (Street Outreach
Workgroup). Please remember, the RHY workflow is specific to Runaway and Homeless Youth projects. If you
are using an existing client record, you would choose the “Use the Current Client” option and follow the steps
in the workflow. If you did not find an existing client record in the system, you would select “Add a New Client”.

Clients g );(ClientTrack'“ N s--rc @ |
eﬁ Find Client Wonder Woman
2 ot Eny s e ADDING A NEW CLIENT
roj ni
ﬁ RHY Program Data Intake Intake @ Add or Edit WITH P ROJ ECT

noox Do you want to add a new client or use the selected client?

éﬂ Client Dashboard

ENROLLMENT

ClientTrack utilizes a

@ Add or Edit

| D Add a new client

() Basic Client E
Information

CASE MANAGEMENT

WUSE the current client

@i Clent Dashboard specific workflow to step

(> Household Members

B cdicclient >| © Program Enroliment () setect anoter cient you through the process of
"1 Case Notes completing all required

] e et > assessments at entry and
i) Referrals > discharge. The workflow is
| senvices > easy to use and it

| Enroliments automatically prompts you

& Household Members > for the required

information based on the workflow and project you choose.

After conducting a search for the client in the system to ensure an existing client record does not already exist,
you can add a new client record by selecting “Project Entry” in the upper left-hand corner of the screen
found under “Find Client.” Then choose “Add New Client” when prompted as seen above.

Enter your client’s first and last name and click “Next.” If a duplicate client already exists and was not
identified during the client lookup, a warning in red letters will be displayed. It is very important to review
the displayed list. If the client is already in the system, click the client’s name to select the existing client
record. If the client you are entering is a new client or you cannot verify that the existing client is the same
client you are working with, do not select a client in the displayed list, click “Next” to proceed with the intake
process.
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Clients X

i ClientTrack™

‘ Train33 (Testing) Help = Sign Out

@s Find Client

%E Project Entry

%E RHY Program Data Intake

éﬁ Client Dashboard

CASE MANAGEMENT

“ﬁ Client Dashboard

h} Case Notes

! Enrollments
=

&} Household Members >

& Edit Client >

j Assessments >
@ Referrals >
j Services >

Wonder Woman

Intake

@ Basic Client
I Information
C[) Household Members

() Program Enrollment

Client Informat

Y
<

Please address the following:
A Please review the list below for potential duplicates. Click Next if this is not a duplicate.

SEARCH EXISTING CLIENTS @

The first step in adding a new client is to search existing client records for possible matches to avoid duplicate entry. Enter partial identifying
information on the client, and then click Next to search from existing client records.
» [fthe system finds no potential matches. you will be taken directly to Step 2.
»  [fthe system finds potential matches, the search results will display below. If an accurate match appears, select and open that
existing client record by clicking on that row.
«  [fthere are no accurate matches, click Next again to continue to Step 2 in adding a new client record

Wonder

Social Security Number: oM

First Name:

Last Name:

Birth Date: jic
1 result found.
First Name o Last Name Social Security Number a Birth Date
Wonder Woman 123-45-6789 01/02/1985

Add the client’s basic information including date of birth, social security number, demographics, disabling

condition, veteran status and address. Click “Finish” when the client’s basic information is complete. Please
note that all of the data elements are self-declared by the client and not attributed by the case

manager or data entry personnel. The option “Data Not Collected” indicates that the question was not
asked of the client and will report as missing on reports. Do NOT make up information or answer on

behalf of the client.
Clients 1 NclientTrack~ H_mSearch—n A 1rains3 (testing) | Help  sign out

@, Find Client Flash Gordan

%E Project Entry Y g

Intake € Client Information
%E RHY Program Data Intake 0 9 © ®
“ﬂ Client Dashboard ) B G Search Existing Clients Basic Client Information
Information BASIC CLIENT INFORMATION @ ~

CASE MANAGEMENT

éﬂ Client Dashboard

j Case Notes
<

/' Enrollments
nrolimi

120

& Edit Client >

] Assessments >
@ Referrals >
] Services >

Bald harakb, N

) Household Members

C Program Enrollment

Complete the client's identifying information. Name and social security number have associated data quality fields. Data quality
fields are used to indicate the reason full information wasn't collected. Name and social security number data quality fields allow
users to indicate when a client doesn't know or refuses to provide information. If the required data is collected then ClientTrack
automatically records that full data quality was met.

First Name:*  Flash
Last Name:* Gordan
Middle Name:
Suffix:

Name Quality: * ‘Full name reported v|@

Social Security Number: oA L

SSN Quality:* © Client doesn't know
@® Client Refused
© Data not collected
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Clients X| YClientTrack- i a L Vil vilien (Tainng) e Sgn o

@, Find Citent Flash Gordon
Project Intake = y
IEE " Intake & | =" ClientInformation
%E RHY Project Data Intake . 5
Search Existing Clients Basic Client Information
Basic Client

CASE MANAGEMENT Information BASIC CLIENT INFORMATION @ ~

Client Dashboard () Family Members Complete the client’s identifying information. Name and social security number have associated data quality fiekds. Data qualiy fields are used o indicate the reason ful information
| wasnit collected. Name and social security number data quality fields allow users to indicate when a client doesn't know or refuses to provide information. If the required data is collected

3| © Program Enroliment

& ediclient
3 Case Notes
E Assessments >
2 Senices

m Enroliments

&4} Household Members 3

; Paused Workflows
—

—

then ClientTrack automatically records that full data quality was met.

First Name:* Flash
Last Name:* Gordon

Middle Name:
Suffix:
Name Quality:* [Full name reported e
Sevial Security Number: i A4
SSN Quality:* ® Client doesn't know
O Client Refused
© Data not collected
Basic Client Demographics
Birth Date:  12/06/1969 [1%
Client Age: 47
Date of Birth Quality. * ® Full DOB Reported
O Approximate or Partial DOB Reported
O Client doesn't know
© Client refused
O Data not collected
Ethnicity:* [Hispanic/Latino  v]%
Race:* ¥ American Indian or Alaska Native H °
ian
+ Black or African American
Native Hawaiian or Other Pacific Islander
White
Client doesn't know &
Gender:* [Male Vv

- SELECT - v|@

Disabling Condition:® |Yes

Veteran Status:* [Yes ]

Sexual Ori

Show Address and Contact Information: B
Contact Information
Address: 123 Main St
Address 2:
City, State, Zip Code: ~ Atlanta . GA 30310

Email:
Home Pheone:
Work Phene:

Msg Phene:  555-555-5555

ion - Use this

ity data about a client's family. The Family search field allows you to search for and select an existing family account. This is appropriate when
adding a family member to an existing family.

Family: e
ip 1o Head of Household:* [Self e
Begin Date: | 12/29/2016 [
End Date: ] M

e

Definitions of Basic Client Information Requirements

e First Name - Legal first name (do not add nicknames in “quotes” because those are not searchable

elements).

o Last Name - Legal last name.

e Social Security Number (SSN) - If the client doesn’t know or refuses to provide their SSN, DO NOT
under any circumstance, enter a fake social security number such as 123-45-6789 or 999-99-
9999. Select the data quality option that best reflects the client’s response.

e Birth Date - Month, day and year the client was born. Again, do not make up a birth date. Choose the

appropriate data quality option that best reflects the client’s response.

e Ethnicity - Hispanic/Latino origin includes individuals of Cuban, Mexican, Puerto Rican, South or

Central American origin.

e Race - A person can identify with multiple races and this is a multi-select box that allows for multiple

races to be checked at once. Click on all that apply.
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e Gender - Select the gender with which the client identifies.

e Sexual Orientation - For use ONLY by RHY projects.

e Disabling Condition - Select the appropriate response as reported by the client. Please note that if
the client reports at least one barrier on the Barriers Assessment, then the disabling condition status
should be “Yes.”

e Veteran Status - Select the appropriate response as reported by the client.

e Address - Add the address where the client currently resides (emergency shelter, etc.). If the client
enters emergency shelter, you should use their previous address. If you edit a previously entered
address, the system will maintain a history of current and previous addresses. These can be found
under the Edit Client Menu options on the left of the screen.

e Household - Do NOT enter anything in the “Household” field. ClientTrack will create a household
account.

o Relationship to Head of Household - When entering the first client in the household, the system
will default to “Self” It is imperative this information is entered correctly for ALL household
members. Otherwise, your reports will not accurately reflect the clients and household make-up.
There can only be ONE Self in each Household.

Once you have completed entering this data, select “Finish” to save the data you have entered and move to the
next section of the workflow.

Adding Household Members

Next, you will be prompted to add additional household members to include for the project enrollment or
services. To add household members, click on the empty box and complete the row of information (name,
birth date, etc.) for the new household member(s). You can tab through the fields to complete the required
information and add any number of household members at this time by repeating these steps.

li| );{ClientTrack'“ Search [a] A Traing3 (Testing) | Help | sign out
| Flash Gordan A

12/6/1969 Male

Clients %

€ Household Members

Intake
= noox The selected client's Household members are displayed below. You may search for existing clients to add to this household or add new clients to the database and associate
them with this household.

Basic Client

Information It's important to note that household members are the people who the client is related to. Family isn't always the same as a client's househeld. According to HUD "[a]

household is a single individual or a group of persons who apply together to a continuum project for assistance and wha live together in one dwelling unit (or, for persons
& who are not housed, who would live tegether in one dwelling unit if they were housed.” (Data Manual)
@ Household Members

A This workflow will allow you to enroll all household members or select which household members you want to enroll.
(> Program Enrollment

+ 1 resutt found (+2).
First Middle Last . . Other Gender,
O Name Name A  |Namea Suffix &+ Name Quality* & Gender® @ & please specify -
W [Flash Gordan ‘Full name reported Vl ‘Ma\e

= : Fall pare reponed 4 [saadi -

10
||_. Tt

The system will automatically conduct a search for the new household member after you enter the first and
last name. If the new household member is already in the system, click on the appropriate name in the search
list that appears in the new window to attach the existing client record to the household. If the household
member is a new client, click on “Cancel” in the search window and proceed entering the new household’s
information in the required data fields. Click “Save & Close” when finished adding household members.
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@& Find Client

Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security
Number and Birth Date are the best fields to narrow your search.

First Name:

Last Name:  America
Middle Name:
Full Name (Last, First):
Social Security Number:
Birth Date:
Scan Client ID:

x Cancel |

Please pay close attention to the Race and Ethnicity fields when adding household members. They will
default to the Head of Household selections. If you need to change the Race, click on the blue hyperlink, make
necessary changes and click on the green circle with the check mark.

- . -
"1 Case Notes
o + 4 resutt found (+2).
u Assessments > Relationship
SSN = SSN Quality* « to Head Disabling Condition* & Veteran Status* « it =T .
é Services of Household* &
[ Enroliments - - Client doesn't know ] [Self ] [Yes v [res
&)n peesrad Kegbey > a | Client doesn't know ||| Other Non-Family v
4 # Paused Workflows | - [~seLECT - | [~ sELECT - ][~ sELECT = | [-sELEcT = ] . [-sELECT -
< >

If you are alerted to an error after selecting “Save & Close”, you should scroll all the way to the right and
hover over the red circle with an exclamation point. Go back and address the issues and choose “Save &
Close” again.

= ).n(CIientTrack'“ N 5o B M) Traina3 (Testing)  Help | sign out
@ é& Flash Gordan

12/6/1969 Male

Intake
n Please address the following:
O Thereis 1 row in the result set that requires attention.
Basic Client
T oo I'ne selected client s Housenold members are displayed Delow. You may search for existing clients to add 1o this housenold or add new clients to the database and
associate them with this household. A
@ Household Members It's important to note that household members are the people who the client is related to. Family isn't always the same as a client's househald. According to HUD "[a]
household is a single individual or a group of persons who apply together te a continuum project for assistance and whe live together in one dwelling unit (or, for persons
© Program Enrollment who are not housed, who would live together in one dwelling unit if they were housed.” (Data Manual)

This workflow will allow you to enroll all household members or select which household members you want to enroll.

+ 1 result found (+2).

Relationship
to Head Digabling Condition* Veteran Status* « Race* Ethnicity* a Pregnancy Status «
of Household* &

V| [self v|[ves ~|[ves f !

+ The family member’s Birth Date cannot be in the future.

VI Other Non-Family v - ‘ Hispanic/Latino v |

~| |~ SELECT - ~| |~ SELECT - ~| [~ SELECT - = - SELECT - v >
<

>

m Save & Close
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**Please note that the “Save” button will save the changes made to the screen and leave you on the
same page. The “Save & Close” button will save the changes you have made to the screen and move
you to the next one.

Project Enrollment

Projects vary in their data requirements and ClientTrack will prompt you through the workflow to collect all
of the required HUD (or other Partner agency) data elements for your specific project. Please note that all
fields with an asterisk * are required data fields and you will not be able to proceed in the workflow until all of
the required information is completed.

=] )A(ClientTrack'" Clients & Search n M) Trein33 (Testing) | Help | Sign Out

) &q Flash Gordan

12/6/1969 Male

< =~ Hup Program Enrollment

Intake
nox
Basic Client
Information
Program:*
Household Members Training - CoC (PH)
Training - CoC (RRH)
@ Program Enrollment Training - CoC (TH)
Training - ESG (RRH)
Training - PATH (SO)
Training - RHY (BCP-ES)
Training - RHY (S0)
Training - RHY (TLP)

Select your “Project” with the drop down box and then select which household members to enroll by clicking
on the box beside the client name. If a check mark appears by a client name on the project

enrollment screen (as seen below), the client will be enrolled in your project. You can de-select a client by
clicking on the check mark beside his/her name again to remove the check mark and ensure the client is not

enrolled.

Clients X | YclientTracke Al a [ = S —
@, Find Clent £ Flash Gordon Q

12/6/1969 406314

%’_E Project Intake

7 RHY Project Data Intake Intake &€ |/ HUD Program Enroliment g 1 2F
- Select the Program you are enrolling the client inte. ClientTrack will display a list of clients in the client's family. all the clients you ling.
CASE MANAGEMENT Basic Client

Informaticn
Program:* My Training Org CoC - PSH®
[@=| Client Dashboard i g y g Org

== Family Members
. Household - Excerpt from the HMIS Data Standards Manual *A household Is a single individual o a group of persons who apply together T a continuum project for assistance and who live together
& Edit Client 2| & Program Enrollment |inone dweling uni (or,for persons who are ot housed, who would live together in one dwelling unit if they were housed).”

"1 CaseNotes Flash Gordon < )

ﬂ Assessments 3| O Captain America = %rv e = -

. /| Bordan, Flash Male &7 12/29/2016 Michelle Milliken s
r& S ¥ America, Captain Male n 12/29/2016 [ Michelle Milliken oy Gther Non-Family v
[ Enroliments

Restriction:* () Restrict to Organization 7]
& Houschold Members > ® Restrict to MOU/InfoRelease

# Paused Workflows
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Remember to change the Enrollment Date if you are back dating the information. To ensure
accurate data quality, enter all client data in a timely manner.

the black “X” in the workflow screen found in the upper left-hand corner and please notify HMIS Staff
immediately at GAHMISsupport@dca.ga.gov. Program information must be set up in the system
before you can begin to enroll clients.

If you do not find your program option when enrolling a client, cancel the workflow by clicking

HMIS Universal Data Assessment

Complete all the required data fields indicated by an asterisk * and click “Save” to continue.

Clients X YeclientTrack- Al Q I Vichele Nilien (Tsining) | Help | Sin Out

@, Find Clent Flash Gordon a
12/6/1969 406314

%’E Project Intake

%T.. S — Intake ogram Enroliment b | &= Universal Data Assessment C 1 AGE =]
W x | Complete the information below related to the selectad client's housing status and other relevant information. A
CASE MANAGEMENT Basic Client Mete: Bacause 3517 a5ta antry. Wil nat Bng In any 3 917 st
iiermaton
) s T

[m=| Client Dashboard Family Members

& Edit Client > Program Enrollment Assessment Date:* | 12/29/2016 [1]

Age at Assessment: 47

"1 Case Notes FlashGordon  ~ 9

~ Assessment Type:* [Entry v

[_] Assessments | @ Asscaamem Assessor:*  Michelle Miliken N
é . ) Captain America < Program: | My Training Org CoC - PSH v

Housing Status: [Category 1 -Homeless -
m Enrcliments N o |
Client Location - Select or enter the CoC: code assigned 1o the geographic area where the head of household is staying t the time of project emmy. Client location will be defaulted 1o the
& Household Members bs programis CoC viithin a workflow.
# Paused Workflows Client Location: | GA-500 - Atlanta CoC v

Living Situation - Identify the type of residence and length of stay at that residence just prior to (i.e., the night before) program admission,

Type of Residence:*|Emergency shelter, including hotel or motel paid for with emergency shelter veucher
L]

|

Length of stay in the prior IVing" g month o more, but less than 90 days ]
situation:

Approximate date homelessness* (10/03/2016 C1%
started:

Regardless of where they stayed*
|ast night—Number of times the

client has been on the streets, in ES,
or SHin the past three years
including today:

Total number of months homeless*

on the street, in ES, or SH in the [More than 12 months v

past three years :

Covered by Health Insurance:*

O [Type = Status* a. Reason Mo @ (Other Converage =

e ey B |
N [
oo ETRET SRS |

iy rance Yes I I
coFunded =]
(combied ool novare edesdrrooo [BEEIERRNG | ]
I N == e [-seccr- |
T seeeT ] seeer

Restriction:* © Restrict to Organization [7]
@ Restrict to MOW/InfoRelease
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Definitions of Universal Data Requirements

* Assessment Date - Date the assessment was completed with the client (field will auto-fill with the
Project Entry Date).

+ Housing Status - Choose the appropriate category for the housing status of the household. This is
based on the household’s housing condition just prior to project entry. More extensive definitions
can be found by clicking on the blue information circle located in the upper right-hand of the screen
beside the printer icon.

e Living Situation - Data in this section are used along with disabling condition to determine whether
or not a client is chronically homeless. HUD strongly encourages HMIS users to just ask the client
for the information and record the client’s answer. Attempting to tie each individual response
with definitions or documentation requirement is not the attempt of this question.

¢ Depending on the project to which you are enrolling a client and the Living Situation of the Client, you
will have different questions that are required to be answered. For a more detailed explanation of the
options, please refer to pages 26-35 of the latest version of the HMIS Data Standards.
file:///C:/Users/Michelle/AppData/Local/Microsoft/Windows/INetCache/IE/WTT1CBYK/HMIS-
Data-Standards-Manual.pdf

¢ Health Insurance Assessment - Complete the required information pertaining to the client’s
insurance status. If a client’s health insurance status has changed, change the status of the type of
insurance to “No” and then add an end date. Then you can change the Health Insurance status to “No”
and click “Save” to continue. Start and End Dates are not required.

HMIS Barriers Assessment

The system defaults “No” for all barriers when you select the empty box in the upper left of the list of Barriers.
To select a barrier, click on the drop down box for “Barrier Present” and change the status to “Yes.” Complete
any required fields that appear after selecting that specific barrier. It is important to keep in mind that clients
must have at least one barrier to be eligible for some projects (such as Permanent Supportive Housing). If no
barriers are present at enrollment, select all barriers and leave the “Barrier Present” status as “No” and
click “Save & Close.”

Clients Y| YiclientTracke Al Q I Vichal il (i) | Hlp | Sign Out
@‘ Find Client Flash Gordon a
12/6/1969 406314
2l Project Intake
'%E RHY Project Data Intake Intake # HUD Program Enroliment b Universal Data Assessment ers il m = 7]
X Use this form to identify whether a client has each individual barrier or not. The Clients |ast assessment is displayed as a default. You may, optionally, click Previous Barriers Detail to view
information about the defaulted records or click View Barrier History to review all previous bariers.
CASE MANAGEMENT Basic Client
Information
i View Barmier Hist
[l st Famiy Moo
& Edit Client > Program Enrollment | Assessment Active
j Case Notes Flash Gorden -~ Identified Date:*  12/29/2016 T
[[] Assessments 3| & Assessment -
é . . Barrms/ Special
Services N coni Documentation of
Help Barrier Recsiving Services | Condition is e " . e
] e Eraaen et i the dluab\lnxland Explanation = Restriction @)
[ Enroliments ) Domestic Violence “"“""’ -
1 No Y |[Restrict to MOU/InfoRe
) Income
Bl | T o— e — —— o o
) Captain America <
A rassontos L o
——
] Restrict to MOU/InfoRe
_ Restrict to MOU/InfoRe
Restrict to MOU/InfoRe
Restrict to MOU/InfoRe
>
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Domestic Violence Assessment

Complete the required information for the Domestic Violence Assessment. Please note that if domestic
violence is reported and you select “Yes” for “Domestic Violence Experience,” you will be prompted for
more information. If the client reports no domestic violence, then click “Save” to continue through the
workflow.

E| );fclientTrack'“ Clients % mSearch n M) Traina3 (Testing)  Help | sign out
2F &q Flash Gordan

12/6/1969 Male

.
G Universal Data Assessment b | == Domestic Violence Assessment

Intake
noox If the client has been a victim of domestic viclence, select Yes for Domestic Violence Experience, and select when the experience occurred.
Basic Client
Information —
| Default Client's Last (7

Household Members
Assessment Active
Program Enrollment
Assessment Date:  10/01/2015 7

Flash Gordan - o )
Domestic Violence Experience :* @ Yes
Assessment A © Neo
O Client doesn't know

Barriers / Special O Client refused

Needs © Data Not Collected
@ Domestic Violence When Experience Occurred:* \Three to six months ago (excluding six months exactly) V\
& trorne Currently Fleeing: *
T

Financial Assessment

Complete the status for “Income from Any Source” and “Non-Cash Benefits from Any Source” with the
provided drop down lists. If the status for either of these financial sources is “Yes,” you will be prompted to
provide more information on the “Type” (definitions below) of income/benefit and the amount (monthly
amount) with the list that appears below the status after selecting “Yes.” Please note that Non-Cash Benefits
will appear below Income and you will need to scroll down to input that information.

Also input any income a child may receive (i.e., SSDI) on the head of household’s income/benefits
information. You will not complete a separate Financial Assessment for children in the household.

\i‘ );/(ZlientTrack'" Clients 5 [ Al [T [ Q| A Trainzz (Testing) | Help  Sign Out

®) Flash Gordan
& 12/6/1969 Male Q

6 Universal Daia Assessment P Domestic Violence ent » | == Income and Sources, Non-Cash Bengfits

Intake
n  x Assessment Active

Basic Client
Information Assessment Date:* | 10/01/2015 72

Household Members Income from Any Source:* |Yes v|®

Non-Cash Benefits from Any Source: * Yes @

Program Enrollment

™
Flash Gordan ~

Assessment ~  Income

Barriers / Special

Raada Monthly

Amnum s

Earned Income (i.e., employment income) Wendys Part time 3200 00

Unemployment Insurance

Type = Description &
Domestic Violence

Income

_) Captain America ¢ Supplemental Security Income (SSI)

Soclal Security Disability Income (SSDI) Income from Captaln Americ

Veteran's Disability Payment

<8 [0 O

O o

Private Disability Insurance
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Definitions of Sources of Income

¢ Earned Income - Employment income

« Private Disability Insurance - Income received from private disability insurance

¢ Unemployment Insurance - Unemployment benefits from the State

 Worker’s Compensation - Income for an individual who has been injured on the job
¢ Other Pension - Income from a private employer or military retirement pay

e Supplemental Security Income - A federal project providing additional income for older and
disabled individuals with little to no income stream

e Social Security Disability Income - A monthly compensation to individuals who can no longer work
due to their medical conditions

¢ Retirement (Social Security) - Income payment provided by government for individuals who
qualify
e Alimony - Income received for spousal/partner support

* Veteran Disability - A benefit paid to a veteran because of injuries or diseases that happened while
on active duty or were made worse by active duty

e Veteran’s Pension - Needs based pension provided by the VA
¢ TANF -Temporary Assistance for Needy Families
e Child Support - Income received from one parent to another to care for children

e Other Income - Any income not previously listed

Non-Cash Benefits

Monthly § .
Amount & riction e

eseri
Program (SNAF) {Food Stamps) “ §225.00 |[Restrict ©o MOU/InfoRelease v..
Special Supplemental Nutrition Program for Women, Infants, and Children (WIC)
TANF Child Care Services
TANF Transportation Services
Other TANFfunded Services [Restrict to MOU/InfoRelease ¥|
L — [ || |[Restrict to MOU/InfoRelease ~ [IEH
Restrict to MOU/InfoRelease /|
Temporary rental assistance.

Count/Tetal Manthly Income: 2 §225.00

Restriction:* O Restrict to Organization @ ’

@® Restrict to MOU/InfoRelease v

KO OO 0O

a
a

~ Bave end Glose

Definitions of Non-Cash Benefits (Specific Amounts are not Required Except for SNAP)

® Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government to
persons with low income that can be redeemed for food at certain stores.

e Special Supplemental Nutrition Project for Women, Infants and Children (WIC) - A project
geared toward supplying nutritional food for at risk pregnant women and their families.

¢ TANF Child Care Services - Child care funding assistance

¢ TANF Transportation Services - Transportation funding assistance

¢ Other TANF Funded Services

+ Section 8, Public Housing or Other Ongoing Rental Assistance (PSH) - Low- and moderate-

income housing subsidized by the federal Department of Housing and Urban Development (an
amount is not required)

« Temporary Rental Assistance (RRH) - ESG rental assistance or transitional (an amount is not
required)

e Other Source - Any source not previously listed above.
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Pausing a Workflow

Please pay special attention to the process/workflow you are completing. Should you be interrupted during
the workflow process, you may “Pause” a workflow by clicking on the pause button located in upper right-
hand corner of the workflow menu beside the black “X” (as seen above in the red box). The black “X” will
cancel the workflow. The pause feature will allow you to pause the workflow at any time so you can return to

it later.
Clients | YichientTrack- Al Q L Vit il (rining) | Help | Sign out
@, Find Client = Captain America
E——— ﬁl 8/24/2005 406315
% 3 ject It
il : s ekl B e = =01
— _ Tive ata Assessment 8 Py
(LI RHY Project Data Intake Intake L RO S R=h
T Complete the information below related to the selected client’s housing status and other relevant information.
CASE MANAGEMENT Basic Client] Mete: Sasause 3917 data anry. il ot bring In any 3917 data,
riematen CEAep———

=] Client Dashboard ’ .

= Family Members

& Edit Client | & Program Enroliment Assessment Date:* |12/29/2016 T

Age at Ass nt: 11

"1 CaseNotes Flash Gordon < 9¢ essmer

Assessment Type:* [Entry v

|| Assessments 2| © Ceptain America  ~ Assessor:* | Michelle Miliken =N

(2 senvices & Assessment Program: | My Training Org CoC - PSH v

Housing Status: [-- SELECT — v
m Enrollments
Health Insurance - Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.
Y
Hf (F e i it Covered by Health Insurance:* [~ SELECT — v

To resume a paused workflow, click on “Paused Workflows” at the bottom of the list of case management
tools located on the left-hand side of the client record. Then click on the blue play button beside your paused
workflow to select “Resume” in the drop down. This will take you to where you paused the workflow and you

can finish your project enrollment.

You can also find a list of Paused Operations in the Home Workspace.

STANDARD REPORTS Paused Operations ~

MY CLIENTTRACK PAUSED FORMS

i} Bulletin Board
l& Recent
Tasks
Calendar

U Acti
48 Active Cases

The list below displays the forms you've paused. You can either resume the process where you left off, or purge the paused operation from the system.

® Cancel

v

Identificaticn Form Description Step Time Paused

PAUSED WORKFLOWS

The list below displays the workflows you've paused. You can resume the process where you left off; restart the workflow, merging in changes made in the designer;

i or purge the paused workflow from the system.
E Case Load > purgethe p ¥s
m Current Enrollments > Show Completed Workflows
Description Workflow Closed
mr ¥  Gordan Flash HMIS 2014 Program Data
mr P Benes Elaine HMIS 2014 Program Data
w3 Benes,Elaine HMIS 2014 Program Data Annual Assessment
m ¥ |kramer, Kosmo HMIS 2014 Program Data Annual Assessment
s
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HMIS Universal Data Assessment for Child
Complete the required data elements for the child on the HMIS Universal Data Assessment. You will notice
that the child’s assessment does not require as much information as the adult’s assessment. Click “Save”

when finished with the assessment to continue in the workflow.

);(CIientTrack'“ Tl & Search B A\ Trains3 (Testing) | Help | sign out

Flash Gordan g
12/6/1969 Male

6 = Universal Data Assessment

| Intake
"eox Assessment Date:* 10/01/2015 73 )
Basic Client Age at Assessment: 10
nformancn Assessment Type: * ‘ Entry V‘
Household Members Assessor:*  Train33 \);

Program Enroliment Program:* |Training - CoC (PH) ~

Housing Status: ‘CaIegnry1 - Homeless

v

Flash Gordan <
Health Insurance - Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.

Health Insurance:* |Yes v

Note on Existing Sources - If a client had an insurance source but no longer has it. Please enter an end date and update the status appropriately.

Captain America ~

L
(?) Assessment

+ Is

| Type* & Primary Status* a Reason No @ «

-
v fwedead Mo v | | E
O [-seect-  ~] o [~sElECT-v = Ewv

Start Date & End Date &

HMIS Barriers Assessment for Child
Complete any barrier information for the child you are enrolling. If no barriers are present at enrollment,
select all of the barriers and leave the “Barriers Present” status as “No” and click “Save & Close.”

)TCIientTrack'” Clients [ Al RSN a | A 7reina3 (Testing) | Help | sign out

& Flash Gordan
12/6/1969 Male

Use this form to identify whether a client has each individual barrier or not. You may, optionally, click View Barrier History to review previous barriers.

Basic Client
Information

Household Members
Default Last Assessment

Program Enrollment

1= View Barrier History

Flash Gordan < . . S Documentation of the
2 Barrier Help Barrier Receiving Services / Condition is disability and severit Explanation &
- o Present?* a Treatment a Indefinite ppi ¥ ¥ PR

5 omiome
S

@  Barriers / Special

1

Captain America ~

Assessment

Needs

Drug Abuse
HIV/AIDS

' Save m Save & Close
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Completing the Intake Workflow

E| );/Clien rack Rl Bl s | Once you have completed the required entry assessments for your
client and household members, you will be prompted to “Finish”

Q & Flash Gordan

B LZE/E= g El the workflow. If the workflow is complete then click “Finish.” You
,-. You're done! will then be directed back to the head of household’s client
-;,r nox | Sl el | dashboard and you can see the new enrollment under

e P Finich “Enrollments” on the client record.

Household Members

Notice that all workflow processes have been completed. Don’t
forget to click “Finish”.

Program Enrollment
Flash Gordan <

Captain America <

If you need to go back and change information entered in the

workflow prior to finishing, you can click on the specific section of
the workflow you wish to return to in the workflow window that
appears on the left-hand side of the client record (outlined in red).
Clicking on the link beside the green dot will take you to that
specific section of the workflow where you can edit information.

You now have a completed enrollment.

Gients *| Yctenttrack- A s o) | o
Q‘Fmdclimt Flash Gordon Q

12/6/1969 406314
| %E Project Intake

Dashboard

,%E RHY Project Data Intake
Flash Gordon's Information -

CASE MANAGEMENT NEME Gordan, Flash BImh D=ty 26/1089 Ao= gy
Client Dashboard Gender. Disabling Veteran:
Male Condition: g Yes
2, cacien > LY
"‘l Case Notes EhniSiy: | psnanic/Lating RE0=  pmerican Indisn or Alaska Native, Asian, Black or African American
ﬁ \ssessments 211 Flash's Enraliments -
& Eanlis 1 resuft found.
m Enrollments Zoelamd Caze Enroll Date Exit Date Organization e ! Enroll ID Exit ID
— S —_
& Household Members v Curent
Q My Training Org CoG - PSH 2 12/29/2016 12/29/2016 10657
¥ Pouscd Workflows

ase Manager Assignments =

I result found.

Case Manager Begin Date Staws End Dete Enroliment

/"?:' Michelle Milliken 12/29/2016 Active My Training Org CoC - PSH
Flash's Services =
N recards found.
Date Service Units| 4 Total Organization
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Unique Project Requirements at Entry

There are variations in data requirements for different project enrollments. In the following section are
screenshots of project enrollments and their unique requirements during the Intake workflow for the
following projects:

1. Rapid Rehousing (RRH)

2. Projects for Assistance in Transition from Homelessness (PATH)
3. Housing Opportunities for People with HIV/AIDS (HOPWA)

4. Runaway and Homeless Youth (RHY)

1. RAPID RE-HOUSING ENROLLMENT

In addition to the previous assessments outlined earlier in this manual, the RRH enrollment will require
documentation of a client’s “Date of Move in”, as seen below. All fields with an asterisk * are required fields.

¢ Project Entry Date - Date client/household is enrolled into the RRH project.

* Date of Move In - When you complete an Update/Annual Assessment and are adding that the
household is now in permanent housing, you will be required to add the Date of Move-In. You should
use the date the client actually takes occupancy of the unit. The Date of Move In should not be
projected or added as the date the lease is signed.

Clients *| Jectentrrack- [ B a TRV —
@, Find Ciient Flash Gordon A
12/6/1969 406314
IEE Project Intake
=% HUD Program Enrollment = " -
%ERHYPMMW““M Intake € HUD Program Enrolimen 1 IOr i =L]
W x| Selectthe Program you are enrolling the client into. ClientTrack will display a list of clients in the client's family. all the clients you
CASE MANAGEMENT Basic Clent
Information
- ini - Ve
Client Dashboard P Program:* | My Training Org SSVF - RRH
Household - Excerpt from the HMIS Data Standards Manual "A household is a single individual or a group of persons who apply together 1o a continuum project for assistance and who live together
& Edit Client > Program Enrollment | in one dwelling unit (or, for persons who are not housed, who would live together in one dwelling unit if they were housed)."
"1 CaseNotes
] Assessments > e A e
s 12/20/2016 I Michelie Mitticen Sell <]
{8 services 12/29/2016 CI Michelle Millien ther Non Family v/
m Enroliments
Restriction:* O Restrictio Organization @
&4} Household Members > @ Restrict to MOU/InfoRelease
¥ Paused Workflows

2. PROIJECTS FOR ASSISTANCE IN TRANSITION FROM HOMELESSNESS (PATH) ENROLLMENT

To manage your PATH project and clients in ClientTrack, be sure to log into the “GA HMIS: Street Outreach”
workgroup. In addition to the entry assessments outlined earlier in this manual, the PATH project enrollment
will require you to document:
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« Date of Engagement - Date of Engagement is defined as the date on which an interactive client
relationship results in a deliberate client assessment or beginning of a case plan.

¢ Date PATH Status Determined - Date client’s enrollment in PATH is determined.

e C(Client Became Enrolled in PATH - A PATH enrollment occurs at the point when a client has formally
consented to participate in services provided by the PATH project. This does not mean the time at
which the client formally consents to services by a community mental health center.

€ = Hup Program Enrollment

nox Select the Program you are enrolling the client into. ClientTrack will display a list of clients in the client's family. Please select all the clients you are enrolling.

Basic Client
Information — @
Program:* |Training- PATH (S0) v ¢
Household Members
Household - Excerpt from the HMIS Data Standards Manual "A household is a single individual or a group of persons who apply together to a continuum project for assistance and
@ Program Enrollment who live together in one dwelling unit (or, for persons who are not housed, who would live together in one dwelling unit if they were housed).”

" " Date PATH Client became

Gender Agl Project Relationship to Date of N Reason not

[ Name = . Entry Date & Case Manager @ a Head of Household* & Engagement 4 Slmus Determined E:rolled in PATH enrolled in
Gordan, N (
m 08/01/2015 q Train33 \" Self v [|08/15/2015 i 08/31/2015 i ‘ Yes VI-
o ?:g‘pig;a Ml = g [FsELECT- ¥
1
< >

Before completing the Intake workflow, you will also be required to document your PATH contact information
as seen below.

Date of Contact, Contact Service and Contact Location will also be required as seen below. Complete all of
the required data fields to complete the PATH enrollment.

» 5
é Universal Data Assessment b Income and Sources, Non-Cash Benefits b | == Contact

Intake
no % The HMIS Data Standards manual defines a contact "as an interaction between a worker and a client. Contacts may range from simple a verbal conversation between the
street outreach worker and the client about the client's well-being or needs or may be a referral to service.”
Basic Client
Information

. Assessment Active
Family Members

Date of Contact:* 08/01/2015 &
Program Enrollment

Contact with: ~ Train10 J\
Flash Gordan -~
Enroliment:* [08/01/2015 - Training - PATH (S0) v|¢
Assessment - Contact Service :* ‘PATH - Outreach v
Barriers / Special Contact Location: *
Needs

Place not meant for habitation
Service Setting, non-residential
Alter Units:  |Service Setting, residential

Exact geographic location:
Income

\\?) Contact Comments:
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3. HOUSING OPPORTUNITIES FOR PERSONS WITH AIDS (HOPWA) ENROLLMENT

In addition to the entry assessments outlined earlier in this manual, for a HOPWA project enrollment a
“Medical Assistance Assessment” and “T-Cell Count/Viral Load Assessment” are required to be
completed for the client as seen below.

-

Clients

R . [ C— Py
@‘Flﬂd"-‘"ml &Wendy Thomas a

000-00-0001  1/1/1981
4 intake
e o A ment b Domestic Violnce A mp Assistance Assessment L1 AET |:\ 7
CASE MANAGEMENT 0 x| Themedical assistance asseasment is primarily used to determine whether HIV I accessing benefits for which they may be eligible data s required f th
HIV/AIDS who are enrolled in & HOPWA-fundad program.
@i Client Dashboard Basic Client
Information
Assessment Active.
/ Edt Clientt 2| & Family Members
& Family Members > T Assessment Date:*  09/21/2015 [
jh—ﬂr—u 2| ) WendyThomas  ~ | Status* & Raason No (i applicable) =
ommin-n Assessment ~ K
& Sarvices N Vateran Details L LA ) v Applied; decision pending v
Barriors / Special
&, Refarrals Neads
m Cass Notss Domastic Vielence
il Ansi
32' d Workik T Madical Assistance
I

T-Gall Count/Viral Load

Use the drop down box to change the status of each field to “Yes” if the data is reported. After “Yes” is selected
for “T-cell (CD4) Count Available” or “Viral Load Available,” additional fields will populate in the blue table
below where the specific counts can be entered.

Clients *| Jicientrrack- || B a A o ose o) | sgnon
@, Find Cliont Wendy Thomas a
&l 000-00-0001  1/1/1981
4 intake
Intake etaran Ausessment B Domostic Vialonc ment b | = T_col L L IOE =l |
CASE MANAGEMENT nox This data, as s all HIV/AIDS data, Is confidential, covered under special law, and may not be shared without the expressed consent of the client. Providing the information is completely voluntary on the client's part and failure
10 report (1.e. client dossn't know ar client refused) will not be considered in data quality for either the CoC or the HOPWA program.
i Clont Dastiboard Basic Client
Information
Assessment Active
/ Edit Client 2| & Family Members
& Family Membets B & P vt Assessment Date:*  09/21/2015 [
T-cell (CD4) Count Avallable:* [Yes  v|
Assessments -
J | Vo Thomes Viral Load Avallable:* [Yes v
° Enrollments R A
& s Vataran Detalls Date Measurement Value [How was the data obtained
Barfors / Special
(2, Referrals Needn
E Case Notes Domestio Violsnce Client Report v
e Medical Assistance
#®  T-Cell Count/Viral Load
‘ Income
L e L0 09/25/2015 RS Glient Report ¥/
; DaveThomas <
‘ Self Sufficioncy

Matrix
AMI
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4. RUNAWAY & HOMELESS

HUD and SAMSHA require additional data collection for the Runaway & Homeless Youth (RHY) project in
HMIS. When you begin the Intake Workflow for a new client, you will be prompted to complete “Sexual
Orientation” on the client’s basic information screen as seen below.

You will also complete the following assessments:

° Enroliments Basic Client Demographics
& Services > Birth Date: |02/02/2000 [9%
Client Age: 15

& “ Date of Birth Quality:*+ ® Full DOB Reported

} Approximate or Partial DOB Reported
1 cone Notes lent doesn’t know

1 Client refused
& IR () Data not collected

Ethnicity:* [Nen-Hispanic/Latino v|%

Race* | Black or African American N
Native Hawaiian or Other Pacific Islander

+ White
Client doesn't know
Client refused v
Data not collected
Gender:* [Male _____v¥
Sexual Orientation:*
Show Address and Contact Information; |- eterosexual -
. =n
Family Information - Use this section to collect data about a client's family, The Fa|L8DISN acoount. This Fornily dating
fary, Bisexual
Questioning / Unsure
Family: |Don't Know
Refused
Relationship to Head of Household:* |pawa net collected
v

Begin Date:  09/23/2015 (3

Basic Center Project (BCP) Enrollment Status Assessment - This is only required for emergency housing
and prevention RHY projects. Complete the required data and click “Save” to continue.

— o —
21 RHY Program Data Intake
Intake L1 RO Rl
CASE MANAGEMENT "
“. Chent Dashboard Basic Client
Information
/ Edit Clent 3| & FomiyMembers |75 taun-Colec anceator beforeanch pcec s
& Family Members B & rer vk Date Statua Determined:* 3 e
| ; - P
Ausessments Jake Neverl .
© enoliments Assessmant N
(2 services @ Portes

Employment Assessment - The built in logic will require additional information depending on the client’s
employment status. Click “Save” to continue.

- / -
A " ot ont PG sta ment b | /£ Empl Assessment L TR =
CASE MANAGEMENT W x| Check the appropriate employment status at the time of assessment. If the client s employed, record the houre worked in the week prior and sekect i th position. fthe cllent s not
employed, indicate If the clent s looking for work
(@i Client Dashboard Basic Client
Information
Assessment Active
/" Edn Clent &l O ramiy Members
& Family Members B @ oo ok Assessment Dote:* ‘uwunms jic] '
Asshssments Employed?* [Yes v
n O tinwrand laa” s Type of Employment:* [Seasonal / sporadic (including day labor) v|
0 Enroliments Assossment A Hours Worked In Last Week: * 10.00
‘s Sarvioes > BCP Statue Employment Tenure:* [Temporary v/|
Barrlers / Special
& Referrals. Needs
"1 Case Notea #  Employment
).

Health Assessment - Complete the required data and click “Save” to continue.

mployment " ( ducation Ause t jealth Assessme | gEmE

Intake

CASE MANAGEMENT W x| Selectthe appropriate general health status. If the chent is female, you will need to select the appropriate pregancy status. If the client is pregnant, you will need to record the due date.
(s Clent Dashboard :"ﬂc Cm
/Edncllom > o Delaun Chents Last Assessment w |

Family Members
Assessment Active

m Family Members 2| & Program Enroliment

- Assessment Date:* 09/14/2015 [

] Assessments 2| © JokeNevedand  ~

— General Health Status:* [Good v|
© Enrolments o i Dental Health Status:* [Fair v
& . > BCP Status Mental Health Status: * SR
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Commercial Sexual Exploitation and Commercial Labor Exploitation Assessments - These assessments
are new requirements for the RHY project. Complete all the fields with a red asterisk (*) to continue in the

workflow.
== —
Intake
CASE MANAGEMENT The RHY entry used to collect data for RHY "
* Client Dashboard Basic Client
Information
Assensment Aciive
/ Ednclent 2| &) Family Members
& Family Members > + Pragram Envolivart Ausessment Date: ‘”:,::,m”.m
Referral Source:* [Sell-Referra v
J Assessments > Neverland, Joke -
0 . . Commercial Sexual Exploitation
Ever received anything In exchange for sex (e.g. money, food, drugs,* w
{3 servens 3 g oroe iy g
& ek "‘"""'SW"' In the last three months: v
How many times:* [1-3 |
1 case Notes Lz Ever heve sex in exchange for + [Yas vl
& Paused Workflows Chil Edvostion In the last thres months:* [Yes vl
Hestth Commercial Laber Exploitation
RHY Entry Assessment
Ever afrod to quit/leave work dus to threata of vilence to yourself,* [yo e
Formerly Ward Of family, or friends:
Ever promised work where work or payment different than you* o v
expected:
Felt forced, pressured of tricked inta continuing the job:* [Yes. v]e
In the last 3 months:* [Yes v
[ Crtial lssue = Status® & Incarcarated Paront Type +
v Yes 2
¥ Sewual Orientation/Gender Identity - Youth No v
W Sexual Grientation/Gender Identity - Family member No v
¥ Housing lssues - Youth No v
¥ Housing lasues - Family membar Yes v
¥ School or Educational Issues - Youth No v ™
o
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Critical Issue(s) Assessment - The built in logic may require additional data depending on the client’s
responses to the questions. To move forward on this assessment, click all of the “Critical Issues” and change
the default “Status” to “Yes” for those the client reports as critical issues. Click “Save” to continue the

workflow.
=T T
Intake
CASE MANAGEMENT
0‘ Client Dashboard T ‘Int: Client
infarmation
/ Fr et 2| ) Famity Membera
m Fomits Membete > + Program Enrollment
3 Asseasmants 2| O Meverland, Jake  ~
©) Enroliments Assasament A
a I e > BCP Status.
& o Barar £ Spacl
"1 caseNotes Employment
& o e Child Education
Health
&  RHYEnuy Assessment
1 Farmerly Ward Of

CRARRARRAARNARNAUARANARAUAIROERIORAOAG

Ever promised wark where work or payment different than you*

Falt forced, pressured or tricked inta continuing the job: *
In the last 3 months:*

Critical 1ssue &
Household Dynamics.

‘Sexual Grientation/Gender Identiy - Youth

‘Sexual Orientation/Gender Identity - Family member
Housing lasues = Youth

Housing lssues - Family member

School ar Educational Issues - Youth

School or Educational Issues - Family member
Unemployment - Youth

unemployment - Family member

Mental Health lssues - Youth

Mental Health Issues - Family member

Health lssues - Youth

Health 1ssuss - Family membar

Physical Disabiity - vouth

Physical Disability - Family membar

Mental Disabilty - Youth

Mental Disabilty - Family membe:

‘Abuse and Meglect - Youth

‘Abuse and Neglect - Family member
Alcohol of other dug abuse - Youth
Alohol or other drug sbuse - Family member
insufficient Income to suppart youth - Family member
Active Miltary Parent - Family member
Incarcerated Parent of Youth

=i a7
Yes | ~
Yes v|®
Yes v|®

Incarcerated Parent Type &

<z
N
‘IE
v

<

No v
No hd
No v
Yes v
No v
No v

-

=

<

Yes v
No vl
No v
No v
No v
No v
[No ~
No v
No v
No v
No v
No v
No v
[No ~

v

(-

Formerly Ward Of Assessment - Complete all of the required data to move forward in the workflow. Be sure
to check both “Systems” and change the default status of “Formerly Ward Of” to “Yes” if the client reports
being a ward of that system. Click “Save” to continue.

=

Intake
CASE MANAGEMENT
(i Client Dashboard Basic Client
Information
J/ Enche 2 & FamiyMambers
2, Fami Members 2| & program Enrollment
1 Assssimants 3| O JakeNevertand B
©) Enroliments Assensmant A
& Services 3 BCP Status
Barrers / Spacial
&, Referala Neads
_l Case Notes. Emplayment
32 Paused Workflows A=
Health
RHY Entry Assessment
% Formerly Word of

Assessment Date: *

Formerly a ward Of* =

L L IOFE =

09/14/2015 [

Number of Yaars = Humber of Manths (111) &

310 5 or more years [
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ADDING SERVICES
Currently, HOPWA, RRH, RHY and PATH projects are required to enter services into the HMIS. If you operate a

HOPWA, RRH, RHY or PATH project, after completing an enrollment for a client, you can document services
associated with the project enrollment with the “Services” link located in the list of case management tools
on the left-hand side of the client record. This will open the Services window where you can “Add New”
services or manage current services.

Clients | ctienttrack- B i ) 4 S0
@, Find Client £a Flash Gordon A

12/6/1969 406314
,%’_P“ijemlmke

n's Dashboard §

I RHY Project Data Intake
The client's service history displays below. To record a service, click Add New. To record multiple services, click Quick Services. To edit or view an existing service, click Edit next 1o the record.

CASE MANAGEMENT

= Cler Destbons

2, EdtClient > 2ot found

j Case Notes Date = Service & Units & § Tatal «|Organization a
- 12/20/2016 Bus Pass 1.00 $0.00 My Training Organization

12/29/2016 Case Management 100 $0.00 My Training Organization

ﬁ Assessments
(2 Services
m Enrollments

& e i 3

¥ Paused Workflows

To document a new service, click on “Add New.” You will see the Services home screen where you select the
enrollment associated with the service and the service provided. You can also enter units (1.00 unit = one
hour of case management or a bus pass) to track costs. The comments section can be used for reminders;
however, this is not the area to write case notes. Case Notes will be covered later in the manual. Please note
that services can be tailored to your organization’s needs. If a service does not appear in your agency’s
options, contact the help desk to request that it be added.

Clients | Jictientrrack- B o () v 100
@, Find Client £ Flash Gordon Q

12/6/1969 406314
,%’_P“ijectlmke

L RGE =11

(LI RHY Project Data Intake
Enter the information about the service provided 1o the client below.

CASE MANAGEMENT
Client Dashboard Family Income: [
Income | FamilyIncome | Family Members | Poverty Level | % of Poverty
& Edit Client S
$874.00 | $874.00 2 $1335.00 | 6547%
"1 Case Notes
- Enrollment* [12/29/2016 - My Training Org CoC - PSH |
E sments > Grant:* [My Training Org CoC - PSH v
2 Sevien Seie Location
Date:* |12/20/2016 [
I Envoliments ©
Units:* 1.00
24 Houschold Members > Unitvaluer® | $0.00
¥ Paused Workflows Total:  $0.00
User Performing the Service:  Michelle Milliken Q,

Comments: |Pe NOT u=e this ==csicn for Casze Hoses
|or Service Plans

Restriction:* O Restrict to Organization 7]
@® Restrict to MOU/InfoRelease

When you are finished documenting a service, click on the “Save” button and you will be taken back to the
Services home screen where you can add another service, edit or delete a service you created.
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CASE NOTES AND SERVICE PLANS
Timely and robust case notes assist you and other case managers at your organization in serving your clients.
It is extremely important that meetings, calls and other relevant information regarding your client are

properly documented in case notes.

To add case notes, click on the “Case Notes” link in the list of case management tools on the left-hand side of
the screen. Click on the “Add New” button on the upper right-hand side of the screen. Any case notes created
for a client are restricted to case managers within your organization. No one outside of your agency can

view your case notes.

Clients I );(ClientTrack'” mSearch n ‘Trainsa(Teating) Help  Sign Out

@j\ Find Client Flash Gordan
12/6/1969  Male
ﬁ Project Entry

ﬁ RHY Program Data Intake

€ w " Client Case Notes

The client's case note history displays below. To create a new case note, click Add New Case Note. To view or edit a case note, click Edit Case Note next to the record.

éﬂ Client Dashboard To preview and print case notes, check the Print box next to one or more case notes, and then click Print Selected.
CASE MANAGEMENT 4= Add New Case Note | Print Selected
I )
“ﬂ Client Dashboard N records found.
& Edit Client > Date v Regarding & User a Organization & Print [] =

e

Clients );(C IientTrack'” Search n ‘ Train33 (Testing) = Help = Sign Out
Qﬁ Find Client Mia Fake Q
Female

1/26/1987
%E Project Entry

ﬁ RHY Program Data Intake

= | ] " .
& Client Case Notes b | == Case Note with Services

Complete case note Entry Date. Verify the User recording the note. Enter a brief title or description for the note in Regarding. Complete the case note in the text o
editor field. If Read Only is checked, no one will be able to delete or edit the case note unless the read only checkbox has been unchecked. Record services
associated with this case note using the lower portion of the form.

“ﬂ Client Dashboard

Entry Date:* 02/02/2016 [

CASE MANAGEMENT .
; User:* Train33 Y

eﬂ Gzl Bl Regarding:*  Transportation to Work Issue

& Edit Client > Note Type: |- SELECT- v

E Assessments 7| | Case Note

@ Referrals > Client Name: Mia Fake

] Services > This is a test case note. Had this been a real case note, it would include the who, what, why, when and where of the topic in the "Regarding” field.

| Enrollments Please limit the use of acronyms so others within your organization are able to step in and assist the client. In addition, please remember that
clients can request a copy of their file at any time.
|20 pioieenaid s S

Once a case note is created, it will appear in a list of case notes on the Case Notes home screen. You can use

the blue play button beside the case note to:

e« View Case Note

¢ Edit Case Note
¢ Delete Case Note (A deleted case note can be restored by going to the Recycle Bin in the upper right

hand corner of the screen.)
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@, Find Client Mia Fake
bt Female Q

1/26/1987
ﬁ Project Entry

€ W, ©® client Case Notes
%E RHY Program Data Intake

The client’s case note history displays below. To create a new case note, click Add New Case Note. To view or edit a case note, click Edit Case Note next to the record.

éﬂ Client Dashboard To preview and print case notes, check the Print box next to one or more case notes, and then click Print Selected.
CASE MANAGEMENT * Add New Case Note Print Selected
I -
eﬂ Client Dashboard 2 results found.
& Edit Client > Regarding = User a Organization a Print [] =
Face to Face Contact Train17 My Training Organization [
_ ﬁ View Case Note Intake Train17 My Training Organization [}

E Assessments > / Edit Case Note

ﬁ Referrals > -53‘ Delete Case Note

You can also select case notes to print by clicking on the “Print” box located in the far column and clicking on
the “Print Selected” button beside the “Add New” button. This will print all of the “checked” case notes.

UPDATE/ANNUAL ASSESSMENT

For clients who spend longer periods of time in your project or to document any changes in your client’s
status since entry, you should complete an “Update/Annual Assessment”. This assessment is required if
clients are enrolled in your project for a year or longer, and some projects like RRH require more frequent
assessments so be sure to check your project requirements for the Update/Annual Assessment.

The Update/Annual Assessment is also helpful for tracking significant changes to a household - for example a
client gets a job and the income changes. For your convenience, the assessment has been developed as a
workflow with the following steps:

e Click on the blue play button beside your project enrollment;
e Select “Update/Annual Assessment” from the drop down list; and

e Complete the required assessments prompted by the workflow and save as you go.

Clients X JiclientTrack- Al Q I Vichol il (i) | Hlp | Sign O
e‘ Find Client ca Flash Gordon a
12/6/1969 406314
%’_E Project Intake
Dashboard
I RHY Project Data Intake
Flash Gordon's Information -
CASE MANAGEMENT NemE: Gordon, Flash Birth Date: 461969 A= g
Male Condifion:  ygg Yes
& Edit Client S ‘
j Case Notes | Eshnicity:  apaniofLating RaC® 4 erican Indian or Alaska Native, Asian, Black or African American
[[] Assessments 21| Flash's Enrollments -
ré Services 7 result found.
m Enrollments S’;‘;‘:‘"‘p:;'n M:r:i:! Enroll Date Exit Date Organization é‘:::l‘::“me"' Enroll ID Exit 1D
& Household Members 3|1 [y curem
(=} My Training Org CoG - PSH 2 12/29/2016 My Training Organization 12/29/2016 10657
¥ Paused Workflows ERl—
g 277 Add Family Member =
J6 View Case Members 1 resut faund.
;'.-l Upda(e,’Annuﬂl Assessment I Begin Date Status End Date Enraliment
- Active My Training Org CoC - PSH
| m, Link Assessments
Pl § Associated Assessments -
277 Exit the Enroliment 3 resuits found
% Review Entry Assessments Service Units § Tatal|Organization
15 Delete Enroliment Case Management 1.00 §0.00 My Training Organization
ly Rua Pase 1mn 40 00 bty Traininn Nomanizatinn

The first screen you will be taken to will review the household members and the enrollment. Click “Save”

or “No Changes” in the bottom right-hand corner to continue in the workflow.
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iClientTrack™

Train33 (Testing; Help | Sign Out

@ Find Client
%E Project Entry

%E RHY Program Data Intake Annual

N Assessmen
éﬂ Client Dashboard

@ Enrollment
CASE MANAGEMENT

aﬂ Client Dashboard

& Edit Client >
Fj Case Notes
|| Assessments >

J Enrollments

& Household Members >

& Flash Gordan
12/6/1969 Male

V. * HUD Program Enrollment

t

clients you are enrolling.

Program:* Training - CoC (PH)#!

one dwelling unit if they were housed)."

[ Name = Gender « Age & ;::E:C[;me . Case Manager @
~  Gordan, Flash Male 46 10/01/2015 =2 Train33
|« America, Captain  Male 10 10/01/2015 T8 Train33

Select the Program you are enrolling the client into. ClientTrack will display a list of clients in the client's family. Please select all the

Household - Excerpt from the HMIS Data Standards Manual "A househeld is a single individual or a group of persons who apply together to a
continuum project for assistance and who live together in one dwelling unit (or, for persons who are not housed, who would live together in

Relationship to
Head of Household* «

3
\)‘ Other Non-Family v

2

',&J_ i« No Changes

Select the option to complete a “New Assessment” and then select the appropriate Type of Assessment. For
an Annual Assessment to be recognized on an Annual Performance Report it must be completed within 30
before or after the yearly anniversary of the client’s enrollment.

Oifets *| Jichenttrack- B okt ) oy 00
@, Find Client Flash Gordon Q

12/6/1969 406314
£ Project Intake

Assessment For

I?JE RHY Project Data Intake
Enrollment

Enrollment
Gorden, Flash -

4 New or Update Existing

CASE MANAGEMENT

=
& Edit Client >

6 New or Update Existing

for this Client are you

I New Assessment I

Update Existing

Clients *| Jictientrrack- Ao
@, Find Client Flash Gordon A
12/6/1969 406314
£ Project Intake

Assessment For

(LI RHY Project Data Intake
Enrollment

nox
Enrollment
Gorden, Flash -

New or Update Existing

CASE MANAGEMENT

6 Type of Assessment

During Program Enrollment

Annual
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HMIS Universal Data Assessment

You will then review the head of household’s Insurance information. You can use the Default Last Insurance
Status and then review and confirm the information is still correct.

& Edit Client S T Assessment Date:” | 12/29/2016 [
“-l Case Notes e Age at Assessment: 47
- Assessment Type:* @I
ﬁ Assessments 2 T g::g“ﬁ'::wm Assessor.”  Michelle Milliken
L2 Services Assessments Pragram: [My Training Org CoC -PSH v
m Enrollments - America, Captain < | iy ocation - Select of enter the 0o cade assigned to the geographic area where the head of household is staying at the time of project entry. Client location will be defaufted to the programTs
CoC within a workflow.
8K Household Members > Client Location: [GA-500 - Atlanta CoC v
___{ Paused Workflows Health Insurance - Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.
Covered by Health Insuranc®®
0 Type o ‘Status® « Reason No @ « Other Converage =
Privats —SELECT - | [ SELECT - ™
Privats- Individual [~ SELECT - | [ SELECT - v
Medicare |~ SELECT - ¥| [ SELECT - |
Medicaid |~ SELECT - ¥| [ SELECT - V\
State Childrer's Heakh Insurance Program 5-CHIP _SELECT-v|[-sELECT- ]
l———u
State Funded |-SELECT-v|[-SELECT- |
Combined Children's Health Insurance / Medicaid Program |~ SELECT — v| [~ SELECT — v\
Indian Health Service (IHS) [~ SELECT - +| [~ SELECT - v

B i Other Public [~ SELECT - v| [ SELECT - v

HMIS Barriers Assessment

You can use the “Default Last Assessment” to populate the Barriers previously entered for the Client.
Review the HMIS Barriers and make any changes necessary. Click “Save & Close” to move forward in the

workflow.
Clients X );(C lientTrack™ VAN Search n A} Train33 (Testing) | Help | Sign Ot
@, Find Client Flash Gordan
12/6/1969 Male
%E Project Entry —
G Universal Data Assessment b Barriers
gE RHY Program Data Intake Annual
& Assessment Use this form to identify whether a client has each individual barrier or not. You may, optionally, click View Barrier History to re ~
“ﬂ Client Dashboard o previous barriers.
Enrollment
CASE MANAGEMENT View Barrier History
Gordan, Flash ~
i ci
éﬂ client Dashboard — . Default Last Assessment
& Edit C > Assessments
it Client . Documentation of
- @ Barriers / Special Needs | [] Barrier - Help Barrier Receiving Services / CDHdIIIPI‘I 18 the disability and  Expl:
4 Present? & Indefinite « , 8
n Case Notes ] severity on file a
= () Income
|| Assessments > ]
I (0 America, Captain <
@ Referrals >
q'% Services >
' Enrollments
a Household Members >
v
< >
Save E! Save & Close
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Financial Assessment

Review the Financial information for the head of household and document any changes to the household
income. You can use the “Default Last Assessment” button to populate the information that was entered at
entry or the latest Financial Assessment. Be sure to scroll down to complete Non-Cash Benefits and click

“Save and Close” when finished. Again, when using the Default Last Assessment feature, you must verify and
confirm the data used is still accurate.

Clients X Yiclientrrack~ [ Il ] A sy e | s

@, Find client Flash Gordan

12/6/1969 Male
%E Project Entry -
é Universal Data Assessment b | == [ncome and Sources, Non-Cash Benefits
ﬁ RHY Program Data Intake Annual
i Assessment
“ﬂ Client Dashboard nox Assessment Date:* 02/08/2016 [

Income from Any Source:* L
Enrollment
GASE MANAGEMENT Non-Cash Benefits from Any Source:* ©

r Serdan plesh - Expenses: |- SELECT - v|@
éﬂ Client Dashboard
Annual <
Assessments
& Edit Client > T
Barriers / Special Needs
q Case Notes ® |
ncome
] Type & Description a Monthly

Amuunl a
) America, Captain <
g Earned Income (i.e., employment income) Wendy s Part time 3300 00 {5
@ Referrals >

Unemployment Insurance
'i% Services > Supplemental Security Income (SSI)

s Samal Security Disability Income (SSDI) Income from Captaln Americ $674.00 .
" Enroliments

Veteran's Disability Payment
& Household Members > O Private Disability Insurance

O Worker's Compensation

Count/Total Monthly Income: 2 $974.00

ﬁ Save and Close

Clients x )fCIientTrack'“ “_mSearch n M Train33 (Testing) | Help | Sign out

@i‘ Find Client Flash Gordan g

12/6/1969 Male
ﬁ Project Entry —
%E Annual 6 Universal Data Assessment b | = Income and Sources, Non-Cash Benefits
RHY Program Data Intake
I Assessment ~
éﬂ Client Dashboard o ox |0 Type & Description Am";ﬁ:t‘h?
Enrollment
CASE MANAGEMENT
m Gordan, Flash ~ | Non-Cash Benefits
éﬂ Client Dashboard Annual .
Assessments
& Edit Client > ] Type = Description a Am’gz:tthf
— Barriers / Special Needs
q Case Notes Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) ‘ I| Iu
f'“' T Income 0O Special Supplemental Nutrition Program for Women, Infants, and Children
i WIC,
@ Assessments ) (_ America, Captain < wic) .
O TANF Child Care Services
@ Referrals > [ TANF Transportation Services
i .h Services > O Other TANF-funded Services
- ‘ Secliun 8, Public Housing, or Other Ongeing Rental Assistance CoC funded housing I|
J e
¥ il O Other Source
& Household Members > O Temporary rental assistance
Count/Total Meonthly Income: 2 $0.00
v
m Save and Close
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HMIS Universal Data Assessment for Child

After completing all of the updated assessments for the head of household, you will be prompted through the
assessments for all enrolled household members. The adult assessments will look like the head of household’s
assessments. The Update/Annual Assessment will look differently for children.

& Edit Client > . Assessment Dater”  12/29/2016 [
Americs, Captain
Age at Assessment: 11
Case Notes New or Update Exi
j CIEN A 22 Assessment Type:* [During Program Enrallment
ﬁ Assessments 2 Type of Assessment Assessor.” Michelle Milliken A
P X @ During Program . P -
é B DunlRios Program: | My Training Org CoC - PSH v
[ Enroliments Assessments Health Insurance - Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.
80 torotbiris 3
Covered by Health Insurance:*
# Paused Workflows
e/
O |[Type = ‘Status® & Reason No @ = Other Converage =
Private — SELECT — | [- SELECT - ~|
Frivate - Emplayer [~ SELECT - v| [~ SELECT - v
Private - Individual — SELECT - | |- SELECT - d
Medicare - SELECT - | |- SELECT -- d
S T ey ]
State Children's Health Insurance Program S-CHIP [~ SELECT - | [~ SELECT - v
Military Insurance |- sELECT - v| [~ SELECT - |
State Funded — SELECT - v| |- SELECT - |
Combined Children's Heslth Insurance / Medicaid Program [~ SELECT - | [~ SELECT - |
Indian Health Service (IHS) [~ SELECT - v| [- sELECT - |
Other Public [ SELECT - v| [- sELECT - |
Restriction:* O Restrict to Organization @
® Restrict to MOU/InfoRelease

HMIS Barriers Assessment for Child

Complete the Barriers Assessment for the child. If no barriers are reported, click “Save & Close” to continue
in the workflow.

Pt

Clients

)TClientTrack'” Search n ‘ Train33 (Testing) Help | Sign Out
@, Find Client &a Captain America

8/24/2005 Male
%E Project Entry

Barriers
ﬁ RHY Program Data Intake Annual
| Assessment Use this form to identify whether a client has each individual barrier or not. You may, optionally, click View Barrier History to review o
“ﬂ Client Dashboard 0% previous barriers.
Enrollment
CASE MANAGEMENT
Gordan, Flash <

rOpe———

America, Captain ~

Edit Client

& > Gore] < o garier Help Barrier Receiving Services / condition is 3]‘;":"::;":1":’['";“ ek
= dacsamerta - 4 Present™ a Traatment Indefinite 4 isability pli

4 Case Notes severity on file &

=]

] Assessments >
@ Referrals >
] Services >

[ 4l Enrollments
| e

a Household Members >

(?) Barriers / Special Needs

v

>
Save E! Save & Close
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PROJECT DISCHARGE/EXIT

When a client has transitioned from your project or is no longer receiving services for any reason, you will
discharge/exit the client from your project in ClientTrack with the following steps:

e (o to the client record;

e Click on the blue play button beside your project enrollment located in the center of the client
record;

e Select “Exit the Enrollment” in the drop down list that appears after clicking on the blue play
button; and

e Complete the information prompted through the Exit workflow and save as you go.

e “11a N -
"‘l Case Notes " Hispanic/Lating Race american Indisn or Alaska Native, Asian, Black or African American
ﬁ Assessments 2| Flash's Enrollments -
& Sz 7 resut found.
m Enrcliments E’;’z:":zz‘n M:r:‘:;! Enroll Date Exit Date Organization (L::‘r:l:g::me"‘ Enroll ID ExitID
& Household Members S| v Cure
€ MyTrsining Org Coc-PSH 2 12/29/2016 My Training Organization 12/29/2015 10657
_f o e &7 Edit Enroliment Workflow
9 27 add Family Member E
‘Ve View Case Members i
gz Update/Annual Assessment Begin Date Status End Date Enrollment
12/20/2016 Active My Training Org CoC - PSH
_’1 w: Link Assessments
A ﬁ Associated Assessments -
27 Exit the Enroliment Bresuits found
4 E Review Entry Assessments Service Units| § Total|Organizstion
71 5 Delete Enrolment Case Management 1.00 $0.00 My Training Organization
I BusPass 1.00 §0.00 My Training Organization

On the first screen of the exit workflow, you will be asked for the “Exit Date,” “Destination,” “Exit Reason,”
and whether to “End Case Assignment.” Please note that all fields with an asterisk * are required.

Clients 2 s );rclientTrack'" Search n A} Train33 (Testing) | Help | Sign Out
@ Find Client & Flash Gordan

12/6/1969 Male
%E Project Entry

gE RHY Program Data Intake HUD Program
Exit To exit the client from the Enrollment, enter the Exit Date and Destination.

& Flash Gordan's Dashboard ¥ /4 Enrollment Exit

@i Client Dashboard

@ Exit Enrollment ’ %
CASE MANAGEMENT et Dete:vloz/0s/201s BB

O Exit Assessments Desﬂnalinn:*|Permanem housing for formerly homeless persons (such as: CoC project; or HUD legacy programs; or HOPW,

é‘i Client Dashboard

Exit |Cmmp|e16d Program V‘
& Edit Client > Reason:
— Case Manager Assignment:  Train33 ¢
3 Case Notes End Case Assignment: ™ @
q'% Assessments >

@ Referrals >
] Services >

J Enrollments

& Household Members >

7l save

=

Page 40: Updated 12.29.16



CLIENTTRACK USER MANUAL

HMIS Universal Data at Exit

Complete the required information and click “Save” to continue.

LUNN Scarch ‘ Train33 (Testing) = Help = Sign Out

Clients ¥ );(ClientTrack'“
& Flash Gordan

@ Find Client
12/6/1969 Male

ﬁ Project Entry —

%E RHY Program Data Intake HUD Program
Exit Assessment Date:* 02/08/2076 L3 a

éﬂ Client Dashboard nox 46

&  Flash Gordan's Dashboard b Enroliment Exit b | == Universal Data Assessment

Age at Assessment:

~]

Q

Assessment Type:* ‘ Exit

Exit Enrollment
Assessor:* Train33

Program:* |Training - CoC (PH) v

CASE MANAGEMENT
@ Exit Assessments

éﬂ Client Dashboard

o Health Insurance - Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health
& Edit Client > insurance sources for the client.
) l Case Notes Health Insurance:*
==

Note on Existing Sources - If a client had an insurance source but no longer has it. Please enter an end date and update the
status appropriately.

] Assessments >
@ Referrals >

q’% Services > + "
P O Type* & Primary Status* Reason No @ a
/' Enrollments &
LB
Ex [Veterans Administration (VA) Medical Services | ®  |Active V|
a Household Members >
[ |-SELECT- v| O [-SELECT - V|
Yes v
< >

r.Jv Save

HMIS Barriers at Exit

You will be required to complete the HMIS Barriers Assessment at exit. The built in logic may create

additional required fields. Select a barrier by clicking on the box beside it if a barrier is present at exit. If the
client has no barriers, click on “Save & Close” in the lower right hand corner.

Clients A} Train33 (Testing) | Help | Sign Out

@‘\ Find Client
%E Project Entry

1 ){CIientTrack'" N s

Flash Gordan
12/6/1969 Male

« Enroliment Exit P Universal Data A

Barriers

ﬁ RHY Program Data Intake

éﬂ Client Dashboard

CASE MANAGEMENT

éﬂ Client Dashboard

B cdicclient
q Case Notes

v

" Enrollments

& Household Members >

HUD Program
Exit

I Exit Enrollment
Exit Assessments ~

.j‘) Barriers / Special Needs

.j]) Income

Use this form to identify whether a client has each individual barrier or not. You may, optionally, click View Barrier History to review

previous barriers.

Default Last Assessment

Condition is
Indefinite

Help Barrier

Receiving Services /

a Present? a

HIV/AIDS
Mental Health

P
Di

isability

Documentation of
the disability and  Expl:

severity on file a

W

Save

m Save & Close
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Financial Assessment at Exit

Complete the Financial information for the head of household at exit and document any changes to the

household income. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when
finished.

Temporary Assistance for Needy Families (TANF)

Clients X );/C lientTrack~ W& NN Search n M Train33 (Testing) | Help | Sign out
@), Find Client Flash Gordan g
12/6/1969 Male
%E Project Entry
Enrollment Exit P Univ: ome and Sources, Non-Cash Benefits

%E RHY Program Data Intake HUD Program - __ I

3 Exit
éﬂ Client Dashboard - Income from Any Source:* L ~

Non-Cash Benefits from Any Source:* L
Bt Enroliment -SELECT- ]
. |- SELECT - v\
CASE MANAGEMENT I Expenses
Exit Assessments

! .
“ﬂ Client Dashboard Barriers / Special Needs |Income
& Edit Client > @ Income

T

- . Monthly
f‘l Case Notes O Type & Description a Amount 4
=
N Earned Income (i.e., employment income) Wendy's Part time $300.00

'i% Assessments > m
O Unemployment Insurance
@ Referrals > O Supplemental Security Income (SSI)
iE‘ Services > Sm:iaISecurily Disability Income (SSDI) Income from Captain Americ $674.00
- O Veteran's Disability Payment
‘: Enrollments O Private Disability Insurance
& Household Members > O Worker's Compensation
O

Count/Total Monthly Income: 2 $974.00

r.\!- Save and Close

. o,
Clients 1 ){c lientTrack™ Search n ‘ Train33 (Testing) |~ Help | Sign Out
Q) Find Client &q Flash Gordan
12/6/1969  Male
%E Project Entry
gE o HUD Program Enrollment Exit b Univ: =~ Income and Sources, Non-Cash Benefits
RHY Program Data Intake
A Exit o
“ﬂ Client Dashboard n ox O Type = Description » Am’ﬂﬁ:th?
Exit Enrollment
CASE MANAGEMENT
. Exit Assessments ~ | Non-Cash Benefits
“ﬂ Gl il Barriers / Special Needs
& Edit Client > (?) Income ] Type = Description 4. Amhx:tthf
F} e Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) ‘ ||
o Special Supplemental Nutrition Program for Women, Infants, and Children
O pe pp g
q’% Assessments > (wic)
O TANF Child Care Services
@ Referrals > O TANF Transportation Services
r lh Services > O Other TANF-funded Services
= ‘ Seclion 8, Public Housing, or Other Ongoing Rental Assistance CoC funded housing I|
4 ents
¥ Enrolim O Other Source
a Household Members > O Temporary rental assistance

Count/Total Meonthly Income:

2 $0.00
v

r.\!v Save and|Close
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Exit Workflow for Child

y After completing all of the exit
Clients ¥ ){CIientTrack‘“ Al | P &

3 Flash Gord assessments for the head of household,
&, Find Client as ordan . .
%E‘P L & 12/6/1969  Male you will be prompted through the exit

roject Entry
o HUD Program @ Dovosvanto i assessments for all enrolled household
. Exit D0 you want to exit Amarics, Captain? members. The adult exit assessments
“ﬂ Client Dashboard nox
it Envaliment | Pes will look like the head of household’s
CASE MANAGEMENT Exit Assessments < .X ' assessments. The exit assessments will
[ . No . .
(@i Ciient Dashboard America, Captain look differently for children. The
& Edit Client 2| & poyoumenttoentz “Destination” is required for all
:} Case Notes household members being discharged
| Assessments 2 from the project.

HMIS Universal Data Assessment at Exit for Child

Complete the required information on the HMIS Universal Data Assessment at exit for the child and click
“Save” to continue.

Clients X );(ClientTrack'“ Search n A} Train33 (Testing) | Help | SignOut

@), Find Client & Captain America
8/24/2005 Male
%E Project Entry —
€ /“" Enrollment Exit

ﬁ RHY Program Data Intake HUD Program

; Exit To exit the client from the Enrollment, enter the Exit Date and Destination.
“ﬂ Client Dashboard .

Exit Enroliment Exit Date:* TEANE =

CASE MANAGEMENT

Exit Assessments <

Desﬂnalion:*|Permanent housing for formerly homeless persons (such as: CoC project; or HUD legacy programs; or HOPW,

“ﬂ Client Dashboard

America, Captain ~ ~ ReasEr:n-r! Completed Program ~
Edit Client D t 1o exit? i
& > + PR A Case Manager Assignment:  Train33 ¢
q Case Notes T Exit Enrollment End Case Assignment: M @
i s | () Exit Assessments
CIents B J]'C|ientTrack'” “Wﬁrch Traina3 (Testing) | Help | Sign OuT
@, Find Client &ﬂ Captain America
8/24/2005 Male
%E Project Entry —
* Universal Data Assessment
ﬁ RHY Program Data Intake HUD Program & /
I N Exit Age at Assessment: 10 ~
“ﬂ Client Dashboard m -
Assessment Type:* ‘ Exit vl
Exit Enrollment Assessor:* Train33 J‘
CASE MANAGEMENT
Exit Assessments < Program:* |Training - CoC (PH) v
[ )
é‘i Client Dashboard America, Captain | Health Insurance - Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health
. insurance sources for the client.
& Edit Client > Do you want to exit?
— Health Insurance: *
h} Case Notes Exit Enrollment
o N & Copy Head of Family Insurance Sources
1] @ Exit Assessments A
] Assessments >
$ Barriers / Special Needs Note on Existing Sources - If a client had an insurance source but no longer has it. Please enter an end date and update the
@ Referrals > status appropriately.
] Services >
+
" Enrollments Is
Lk | Type* a Primary Status® a Reason No @ «
Household Members =
& > wlx ‘Medicaid V‘ (e ‘Active v
Yes v
£ >
w Save =+ No Changes
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HMIS Barriers Assessment at Exit for Child

Complete the Barriers Assessment for the child at exit. If no barriers are reported, click “Save & Close” to
continue in the workflow.

Clients 1 );rclientTrack'" m&‘:earch n ‘Trainza(Teming) Help | Sign Out

e‘ Find Client & Captain America
8/24/2005 Male

%E Project Entry —

e Universal Data Assessment b Barriers

%E RHY Program Data Intake HUD Program

Exit Use this form to identify whether a client has each individual barrier or not. You may, optionally, click View Barrier History to review A
previous barriers.

“ﬂ Client Dashboard

Exit Enrollment
CASE MANAGEMENT

View Barrier Histary

Exit Assessments <

[
client Dashboard . ) Default Last Assessment
America, Captain ~
Edit Client
& > DojvoulwanttoExly N Help Barrier Receiving Services / Condition is Dccumen_laﬂon of y
O Barrier - the disability and  Exple
= . a  Present? a Treatment Indefinite y 8
Case Notes Exit Enrollment severity on file «
&
.h FEEETERTT > Exit Assessments <
(?) Barriers / Special Needs

@ Referrals >
] Services >

" Enroliments
1.

& Household Members >

Completing the Exit Workflow

When you have completed all exit [ ES L &q 1r2|isfs1r;£or(:naalrl
assessment for all household members, you |55 eiect Eniy _
will be asked to finish the exit workflow. %E o U e o Frogram :ﬁ:ﬁ.:nj;pﬁ have been comleted.
Click “Finish” to complete the discharge for LS toech-cond L
your Cllents CASE MANAGEMENT it Enroliment close e nondion
; Exit A its <
You will then return to the client dashboard ~ A2ClentDashbond e

where you can see the project exit dates now as see below. If you have also selected “End Case Assignment”
on the exit workflow, you will see that your status has changed to “Inactive” on the client dashboard under
“Case Manager Assignments.” If you forgot to click on the box beside “End Case Assignment” during the
exit workflow, you can click on the little notepad beside your name under “Case Manager Assignments” to
edit your status to “Inactive” to remove the discharged client from your case load.

&, Find Client Flash Gordan
12/6/1969 Male
ﬁ Project Entry —
&  Flash Gordan’s Dashboard
% RHY Program Data Intake
i Flash Gordan's Information a
“ﬂ Client Dashboard i
NEME: gordan, Flash BirthDate: 4561960 ClientD: yoegag A9 4
CASE MANAGEMENT Gender: D\sab!mg Veteran:
Male Condition:  yeq Yes
]
“ﬂ Client Dashbeoard \‘
RET BNICHY: i panicyLat WE Indian or Alaska Native, Asian, Black or African Ameri
& Edlt cl'eﬂt > ispanic/Latina merican Indian or Alaska Native, Asian, Black or Atrican American
D Case Notes Flash's Enrollments a
@I sz > 1 resit found.
Enrollment c § Last A it
@ Referrals > D:;n";znn Mombors Enoll Date  |Exit Date Enroll A D | ExitA tID  Organization ci’:nmif:;sme"
.h Services > v Previous
- e Training - CoC (PH) 2 10/01/2015  02/08/2016 11297 11301 My Training Organization 02/08/2016
L i
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Unique Project Requirements at Exit

There are variations in data requirements for different project exits. Below are screenshots of the unique
discharge requirements during the exit workflow for the following projects:

1. PATH
2. HOPWA
3. RHY

1. PATH EXIT

For PATH clients being discharged, their “Date of PATH Status Determined” and their PATH enrollment
status will be required during the exit workflow on the “Enrollment Exit” screen as seen below. This
information should have been entered on the Update/Annual Assessment. The system will give you one last
opportunity to add this information.

If no referrals were made or no case notes entered, click “SKkip” to proceed in the workflow.

2. HOPWA EXIT

A completed Medical Assessment will be required at exit for HOPWA.

HUD Program . versal Data Assessment b (Bl Ausistance Assessmen CTIOR R T=k1
GASE MANAGEMENT Exit The medical assistance assessment is primarily used to determine whether HIV I accessing hich they may be elgible. Medical d clients with
W x| MV/AIDS who are enralled in 8 HOPWAfunded program.

@i Client Dashboard

Exit Enollment
/7 Edit clent > Assessment Active

Exit Assessments  ~
&mm S + —— Assessment Date:* 09/26/2015 5

arrers Needs
| Assessments ¢ st 1 et esson o aploatk)
° Enrslimants . -Cell Count/Viral Load B2

Income
(3 sentess 3 |

Educati
2, Referals |
. Housing Asssssment at
|| caseMNotes [ &

T-Cell Count and Viral Load data will also be required at exit for the client when being discharged from
HOPWA.

A housing assessment will be required at exit for HOPWA clients as seen below.

e [l - P -
HUD Program « Envoliment Exit b Univerasi Deta Assessment b ente 1 IO R=L ]
CASE MANAGEMENT Exit This d all HIV/AIDS data, is confidential, covered under and may not b af the client. Providing the information i completely voluntary on the client’s part and failure
W x| torepor {Le. clientdossnt know or lent rfused) will ot be considsred in data quality or sther he CoC or the HOPWA program.
(i Client Dashboard
Exit Enroliment
/7 Edit Client > Assessment Active
Exit Assessments  ~
& Family Members > S Assesament Date:* | 09/26/2015 5
T-cell (CD4) Count Available:* [Yes |
j Assessments > Medical Assistance
Viral Load Available:* [Yes &
° Enmliments T T-Cell Count/Viral Load
A Income [ pate [Messurement Valus [How was the dsta obtained
(& sentene 2
) Education
2, Referrals I
Housing Assessment at . . |
E] Case Notes | e L) 097252018 iy ¢
LAl 0972572015 YRR Client Report_ v
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3. RHY EXIT

In addition to the other exit assessments, RHY clients will complete the following exit assessments:

Basic Center Plan Enrollment Status Assessment - Complete the required data and click “Save” to
continue.

Employment Assessment - The built in logic will require additional information depending on the client’s
employment status. Click “Save” to continue.

Clients  Nctientrrack- [ = 13 PP ————
@, Find Client & Neverland, Jake %]
2/2/2000 247
21 RHY Program Data nteke
HUD Program
CASE MANAGEMENT Exit Check the appropriate emplayment status at the time of assessment. If the client is employed, prior ind select L
W x| employed indicate i the cient i looking for work
(i Client Dashboard
LT Delauh Clents Last Assessmont o
/" Edt Cllent
Exit Assessments  ~
Assessment Active
& Fomily Mambars > BOP Status
—1 > ) Assessment Date:*  09/26/2015 (3
W Berric { Specal Nests Employed?* [Yes vl
€ Envoliments ®  Employment Type of [Ful-Time v
& Sarvidee > I Health Hours Worked In Last Week: * 40.00
& . ) RHY Ext Assessmen Employment Tenure:* [Permanent |
1 case Notes

Health Assessment - Complete the required fields and click “Save” to continue in the workflow.

Project Completion and Actions Assessment - The built in logic will require additional information

depending on the client’s responses. To move forward on this assessment, click all of the “Actions” and
change the default “Action Status” to “Yes” for those follow up items. Click “Save” to complete the workflow.

-

HUD Program g DT
CASE MANAGEMENT Exit
(@i Clent Dashboard o
Exit Enrollment

/ f e b4 I Exit Assessments Assessment Date:* |09/26/2015 [

& o Mamose > BCP Status Project Completion Status:* [Completed project

j Assessments > Barss / Special Noade Family Reunification Achieved:* [No

o Enroliments Employment
Action Status® &

& e > Health - .

& oo & AHY Ext Avssasment _v“ o
_Yn hd

1 caseNoten [T
Ves 7]
No v
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SUBMITTING AN ISSUE OR REQUEST ASSISTANCE
If you need assistance logging into the HMIS, please email the HMIS Support Staff at

GAHMISsupport@dca.ga.gov. If you need assistance after logging into the HMIS, please follow the steps listed
below. Click on the “Help” link in the upper right corner of the screen.

Clients X )‘{ClientTrack“ n l Search :' M) G2BOSTraind1 (Training) | Help | Sign Owe
6‘ Find Client Charli Test Q
12/6/1969 406179
%}‘n Project Intake
W Charli Test's Dashboard
211 RHY Project Data Intoke € e o8
Charli Test's Information
CASE MANAGEMENT NEME Test Charl B D=t o 6/1989 A g
Female Condition:  ygq Yes
2, Edtclient > ‘
"‘l Case Notes Enicy: o Wispanio/Latino RECE 4 gian, Black or African American, Native Hawaiian or Other Pacific Islander
[ ] Assessments || Charl's Enrollments

Select the “Report an Issue” option from the menu.

{9 Report an issue
i Thereis a problem on the current page.

3 Aska question
| have a question or request about the current
page.

3 Make a suggestion

| have an idea on how o imprave the current page.
% View the documentation
<+ Watch a video

% Keyboard Shortcuts
View documentation an Keyboard Shortcuts used
for accessibility

About ClientTrack

Enter a Subject/Summary and then add the specifics of your reason for contacting the HMIS Support Staff in
the body of the issue statement. Please be very specific when you submit an issue to limit the number of
times HMIS Support Staff need to reach out for clarification. Do NOT send client names, dates of birth or
social security numbers via email or to the HMIS Support Staff. Identify clients using their unique Client ID
number located in the header of the Client Dashboard.

f— e p
_“lc.mNmﬂ
ﬂ pSscisre 21 | Charlfs Enroliments e A~
Enter 2 summary of your issue’
& Services The summary helps to quickly identify your issue when you'rs referring back to it
Iater.
m Enrollments Enroliment b
Description Test Issue Submission
Current
&L} Household Members e e the
Please describe the issue
] @ My Training Org SSVF - RRH }-
Paused Workflows Please enter any details that might help describe the issue or might help in solving it
- @ MyTraining Org ESG - Street Outreach b
v Previous S
(7] My Training Org CoC - PSH ONLY use the Client ID Number when submitting an issue. fa
- : When submitting n issue related to Reports, always include the name of m
Charli's Services the report, the program/grant for which you are running the report and the

dte parameters of the report.

Date Sef
12/01/2016 54
11/30/2016 Cof
ttach a file or screenshot Wiew Debug Information
How can we reach you?
Email Address* | GABOStrain01 @fake com
v
Phone Number® | 555-555-5555

You will receive an email that the issue has been submitted, when the issue is assigned and when the issue is
resolved. You can also review the tickets you submit and add additional comments by going to the Issues
Workspace.
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Basic Reports

SERVICE SUMMARY REPORT ‘

The Service Summary Report is a report of the services your agency has provided for clients enrolled in a
specific project. You can run a Service Summary Report a variety of ways to extract specific service
information from client records, for example services rendered in the Month of December or Case
Management Services provided for the year, etc. Most often the Service Summary Report is used to submit for
reimbursement.

To Run a Service Summary Report:
e Click on “Reports” found in the list of options in the upper left-hand corner of your User
Dashboard, just below “My ClientTrack.”

* Hover over the “Service Reports” folder found in the list of links on the left-hand side of the

screen. Another list of reports should appear | ... pa0 aceorts Clients In Programs
as you hover on the “Service Reports” folder. | 2 Deta Explorer Enrollment Demographics
e Hover on the “Service Summary Reports” i APRfor CoC Grant Funded Income at Entry/Exit

Programs

Employment At Entry/Exit

Service Demographic Totals

link that appears first in the list of “Service |

MY CLIENTTRACK

Offi

Reports.”

e (Click on “Service Summary” link that T

. . . « . Service Household C it
appears first in the list of “Service Summary , Service Housshold Camposition

@ Zip Code & County Summary

Reports” after hovering over it.

e Setup your report parameters by: (Please note that all fields with an asterisk * are required fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2015 and
12/31/2015. This will give you all of the clients in your project for the entire year of 2015.

« Filtering by “Projects” - Select the “Project” you want to run a Service Summary for by clicking
on the name in the box. A green check mark should appear to show that you have successfully
selected a project. You can run multiple projects on the same report. Simply select more than one
“Project” by clicking on the name in the box. Again, you will see the green check mark to indicate
you have selected it. To unselect one, simply click on it again and you will see the green check
mark disappear.

e Selecting “Grants” - Select the “Grant” you want to run the report for by clicking on the name in
the box. A green check mark should appear to show that you have successfully selected a grant.
You can run multiple grants on the same report. However, your grant options will be dictated by
the “Project(s)” you selected in the “Filter by Project(s)” box. If more than one grant appears,
simply select more than one “Grant” by clicking on the name in the box. To deselect one, simply
click on it again and you will see the green check mark disappear.
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Summary Report

A
Service Date Between:* | 01/01/2016 "fland 01/31/2016

‘Organization(s) - Indicate which organizations should be included in the report by selecting each organization separately, or click the ¢ icon to select all. Note: The list only shows organizations you are
autherized to view.

Organization(s):* ¥ My Training Organization ~ +

Program(s) - Check the box to limit report results by selected programs. When checked, the list displays programs that belong to the organizations you selected above. Indicate which programs should be
included in the report by selecting each program separately, or click the % icon to select all.
Program(s): ~ MFilter by Program(s)
Training - CoC (TH) N4
Training - ESG (RRH)
Training - PATH (SO)
+ Training - RHY (BCP-ES)
Training - RHY (SO)

]
Training - RHY (TLP)

Grant(s) - Check the box to limit report results by selected grants. When checked, the list displays grants that belong to the organizations you selected above. Indicate which grants should be included in the
report by selecting each grant separately, or click the & icon to select all.

Grant(s):  MFilter by Grant(s)
+ Training - RHY (BCP-ES) # .

@ Schedule Report x Cancel

e Filtering by Services, User(s), Housing Status, Results by Age, State(s), Counties, Zip Code(s)
and more - Select a variety of parameters to extract more specific service data from clients your
organization has served. Most of these selections will allow you to select more than one option in
the box. Again, simply click on the option in the box and a green check mark will appear. To
unselect an option, click on it again and you will see the green check mark disappear.

e (Click on the “Report” button found in the bottom right-hand corner of the screen. This will begin

€ | M service summary Report running your report. You should see your report

Services - Select the specific services for the report, or leave the field blank to run the report for all services. N

selected above, pop up in a new window within seconds. You can
Services:  LIFilter by Services export your report to a pdf file for email
User(s) - Check the box to limit report results by selected users. When checked, the list displays users that belo) transmlsslon or record-keeplng by Cllelng on the
by selecting each user separately, or click the & icon to select all.
User(s):  CFilter by User(s) PDF icon in the upper right-hand corner of the
Housing Status - You may filter the results by clients with specific housing statuses. report WlndOW

Housing Status: [ Filter by Housing Status

Client Age Range - Identify whether the results should be filtered by an age range.

Filter Results by Age: [ @

State, Counties & Zip Codes - Select clients’ state(s), county(ies) and/o
Organization(s) selected above.

Pkl o Find | Nes

State(s,
| Report Criteria:
Countieg . . .
Organizations: My Training Organization
Zip Code(s]  grants: Training - RHY (BCP-ES)
Programs: Training - RHY (BCP-ES)
First Time Served:  N/A
Total
Children Individuals
Service Total Undup. in Adults in  Seniors in in
Service 7 Entries 3 Units = Value =+ Clients + Families + Families + Families + Families ¢ Families +
RHY - Basic Support Services 1 2.00 §50.00 1 1 2 ] 0 2
RHY - Dental Care 1 100 $230.00 1 1 2 0 0 2
RHY - Life Skills Training 1 1.00 §25.00 1 1 2 0 0 2
RHY - Support Group 1 1.00 §25.00 1 1 2 0 0 2
Duplicated Total 4 5.00 $330.00 4 4 8 ] 0 8
Total
Service Undup. Children in Adults in  Seniors in Individuals
Entries Units Total Value Clients Families Families Families Families in Families
Unduplicated Totals 4 5.00 $330.00 2 2 4 ] 0 4
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ANNUAL PERFORMANCE REPORT (APR) ‘

Quick Reference Guide for the Annual Performance Report (APR)

The APR is a comprehensive report of your project - who you served and how you served them. It is

recommended that you run an APR often throughout the year to track missing data
so that your report is complete when it is time for the annual submission. Here are

quick steps to running the report and cleaning up missing data.

To Run an APR

e Click on “Reports” found under “My ClientTrack” in the upper left-hand

corner of your user dashboard.

e Hover on the “HMIS Reports” folder found in the list of links in the upper
left-hand corner of the screen. A list of reports should appear to the right
after hovering on the “HMIS Reports” folder.

e Select “APR for CoC Grant-Funded Projects” first in the list of reports
that appear to the right when hovering on the “HMIS Reports” folder.

e Setup your report parameters by:

o

Completing the date range - There are a couple of options for

setting the date range. You can select from the “Predefined Date e
Range,” though this may not provide you the exact dates you need. I

You can fill in the dates found
below this labeled “Between.”
The first date box is the
beginning date and the second
date box is the ending date - for
example, 01/01/2013 and
12/31/2013. This will give you
all of the clients in your project
for the entire year of 2013.
Choosing the “Grant Project”
and “Grant Project
Component” - Select the grant
your project is under in the drop
down for “Grant Project.” This

Home X

éﬂ User Dashboard

STANDARD REPORTS

P =

MY CLIENTTRACK
3 Bulletin Board
ﬂ Recent

Tasks >
Calendar >
3 Active Cases i
] Case Load >
n Current Enrollments >
& My User Configuration >
@ Paused Operations

71
Home *T XclientTrack~ [ iaMsereh |
aﬂ User Dashboard Train33
—_— Giseabhiiadclphia HMIS Prog

STANDARD REPORTS

MY CLIENTTRACK

HMIS REPORTS

APR for CoC Grant-Funded Programs

7 Data Explorer

AHAR by Program Type
HMIS Universal Data Integrity W
HMIS Universal Data Quality

HMIS CoC Competition Question 3B-2.8 Up

AN

Emergency Solutions Grant (ESG) CAPER ~OLD~
HUD Point in Time (PIT)
HOPWA APR

i‘ﬁe HMIS 4.1 RHY CSV Export

Dai

will prompt the next selection in “Grant Project Component.” If you do not know this
information, feel free to try several selections to find the correct options for your project. You
won'’t break it by choosing different options. If you do not see the correct set up information
here, contact the HMIS Help Desk by emailing GAHMISsupport@dca.ga.gov.

Selecting “Grants” - You may see several options to choose from after selecting “Grant
Project” and “Grant Project Component.” The aforementioned Grant Project and Grant
Project Component will determine the options you see in this box. Select the “Grant” you
want to run the APR for by clicking on the name in the box. A green check mark should
appear inside the box to show that you have successfully selected a grant. You can run
multiple projects on the same report. Simply select multiple “Grants” by clicking on the name
in the box. Again, you will see the green check mark inside the box to indicate you've selected
it. To unselect one, simply click on it again and you will see the green check mark disappear.
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o Selecting “Project Type” - Click on the drop down box to select your Project Type. What is
selecting in Project Type will determine what projects you can select in the next step - “Filter
by Projects.”

o Clicking on “Projects: Filter by Projects” to select your project. Same set up as “Grants.” To
select a project click on the name in the box and a green check mark will appear inside the
box to show that you have successfully selected it. Multiple projects can be selected here as
well. To deselect a project, click on it again and the green check mark should disappear
indicating the project is no longer selected for the report.

e C(lick on the “Report” button found on the bottom right-hand side of the screen. This will begin
running your report. You should see your report pop up in a new window within seconds.

STANDARD REPORTS < W M Annual Performance Report (APR) for CoC Grant-Funded Programs
MY CLIENTTRACK
Organization(s) - Indicate which organizations should be included in the repart by selecting each organization separately, or click the # icon to select all. Noter The list
HMIS REPORTS only shows organizations you are authorized to view.
L Data Explorer Organization(s):* ¥ My Training Organization ~ +
_ Grant Program - The APR for CoC Grant-Funded Programs is dependent upon the grant program and related component.
Grant Program: * |HUD:CDO v

Grant Program Component:* |Permanem Supportive Housing v

Grant(s) - This list displays grants that belong to the organizations you selected above. Indicate which grants should be included in the report by selecting each grant
separately, or click the ¢ icon to select all.

Grant(s): ¥ Training - CoC (PH)

Program(s) - Check the box to limit report results by selected programs. When checked, the list displays programs that belong to the organizations you selected above.
Indicate which programs should be included in the report by selecting each program separately, or click the # icon to select all.

Project Type: |PH - Permanent Supportive Housing (disability required for entry) V‘

Program(s): MIFilter by Program(s)
No Program On Enroliment &
+ Training - CoC (PH)

v

ﬁl Schedule Report x Cancel

Ed Annual Performance Report (AP

(il lea Page of 28 &

rant-Funded Programs

Home
éﬂ User Dashboard

STANDARD REPORTS

aind3 (Testing)  Help = Sign Out

APR for CoC Grant-Funded Programs

. Revision 2.12
MY CLIENTTRACK ( 2/9/2016 1:04:57 PM
HMIS REPORTS ‘ CI IentTraCkm > to select all. Note: The list
on to select all. Note: The lisi
Report Selection Criteria
. ?) Data Explorer Report Period: 1/1/2016 to 12/31/2016
sk Organization(s): My Training Organization
Grant Program: HUD:CoC
Comp : P: Supportive Housing
Grant(s) Training - CoC (PH)

Program(s): Training - CoC (PH)

To Drill Down and Find Missing Data

After your report populates and opened in the new window, you can click through with the green arrows at
the top of the window and see where you have “Missing” data. To find clients who are missing data, follow
these steps:

e  C(lick on the blue link for that section where you are missing data - for example “Q.7 Data Quality.”
*Please note that not all sections have a link to select. You may be able to find this missing data in
another section of the report or you can contact the HMIS Help Desk for assistance.
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HOI"nE Help = signOut

éﬂ User Dashboard

STANDARD REPORTS

Total number of Adults

MY CLIENTTRACK

Total number of Unaccompanied Children

on to select all. Note: The list

HMIS REPORTS

Total number of Leavers

HMIS or Comparable Database Data Quality
Data Element Don't Know or Refused Missing Data
0
0

3’; Data Explorer

First Name

Last Name

e Another window should pop up with more detailed information for this section. You may be able to
find your missing data in this screen, but it may be more helpful to export it to find the missing data.

Page of 37 | ]
APR for CoC Grant-Funded Programs - Clients
Revision 2.1
)
( 2/9/2016 1:08:27 PM
A ClientTrack~ s —
e: The lis
Report Selection Criteria
Report Period: 1/1/2016 to 12/31/2016
Organization(s): My Training Organization
Grant Program: HUD:CoC
Component: Permanent Supportive Housing
Grant(s) Training - CoC (PH)
Program(s) Training - CoC (PH)
Age Race Ethnicity Gender Adult Unacco- Leaver Enroll Exit Date Veteran Disability Prior Prior Housing Exit
1 mpanied ! Date Residence Zip Status  Destination
Child  Minor Stayer Code
ch grant
Case: Anderson, Charles
ClientlD: 406530 Last Name: Anderson First Name: Charles
48 White Hispanic/L  Male Adult  Ne Stayer  10/15/2015  Nia No Ves Emergency
atino shelter, including
hotel or motel
ﬂ,’;,‘:&h rted above.
shelter voucher
ClientlD: 406542 Last Name: Anderson First Name: Sandra
15 Wihite Hispanic/L ~ Female Child  Ne Stayer  10/15/2015  Nia
atina
Case: Banks, Piggy
ClientiD: 406414 Last Name: Banks First Name: Piggy v
47 Mulfi Hispanic/L  Female Adult  Ne Stayer 02022016 NiA No Yes Missing
Ragial ating.

e To export, click on the Excel icon with the gold spindle in the upper right-hand corner of the new
window that appears after clicking on the section header. You may be prompted to open the
document, click on “Open” to open the Excel spreadsheet with the client data. *If you are prompted to
save the spreadsheet before opening it, please change your download settings on your Internet browser
to automatically open downloads so no client information is saved to your computer when exporting.

e  You will see the word “MISSING” on the spreadsheet where you are missing data. The columns are
labeled at the top of the spreadsheet and client names are on the far left-hand side of the spreadsheet.
You can then go to client records and complete the missing data. Please remember, some data
elements are not required for ALL clients. For example, you may see “missing” listed for the domestic
violence assessment for a child under the age of 18, however, the domestic violence assessment is not
required for children.

To Complete Missing Data on a Client Record

Once you have identified which clients are missing important data on your APR, you can edit the client
information with the appropriate steps below.

To Edit Disabling Condition or Veteran Status
e (o to the client record for whom the Disabling Condition or Veteran Status is missing.
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e C(Click on “Edit Client” in the list of case management tools found on the left-hand side of the client

record.
e Scroll down to “Disabling Condition” or “Veteran Status” and update the information with the drop

down box provided.
e Scroll down and click “Save” to save the changes to the client record.

To Edit Entry or Exit Assessments (including Prior Residence Data, Domestic Violence Assessment,

Financial Assessment and more)
e Go to the client record for whom entry or exit data is missing.
e  C(Click on the blue play button beside your project enrollment located centrally on the client record.
e Select “Review Entry Assessments” or “Review Exit Assessments” in the drop down list that
appears after clicking on the blue play button.
e Edit the entry or exit assessments by clicking on the little notepad beside the specific assessment you

wish to update.
e C(lick “Save” to save the changes to the assessment and you will return to the list of entry or exit

assessments.
© Gordan, Flash - 1276
ash Gordan's Dashboard b Assessment Status
bli
CASE MANAGEMENT | [+ Re Enter the Enrollment :“irr?: ves ayed below is the status of the Assessment.
éﬂ Client Dashboard &% Add Family Member
View Case Members Race:
2, Editclient ||| & Ame
- Missed Annual/Update Assessment
) P [— ”
J Case Notes L,H’ Exitthe Enrollment | Tppesess ment Finished
=
] - > ﬁ_? HMIS Universal Data = o
sessments i
% Review Entry Assessments W 1S Barriers 7
@ Referrals > % Review Exit Assessments Exit Date ﬁ_? Jomestic Violence o
] Services N 2 DeletdlEnrollment (1 financial v
- TPR™"7""TOTOTZ0TE™ 02/08/2016 (B feteran Detaits

Please note to change the exit destination or exit reason, you will need to exit the client again to access
these specific data fields as they are not included in the list of exit assessments when reviewing exit
assessments. Once you have started the exit workflow, edit the destination or reason and click on “Save.”
When you go to the next screen in the exit workflow, click on the black “X” in the upper right-hand corner of
the exit workflow window located in the upper left-hand corner of the client record. This will cancel the exit

workflow, saving your changes and saving your previous exit assessment information.
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Clients u lientTrack™

VAN Search ‘ Train33 (Testing)  Help  Sign Out

@‘ Find Client
%E Project Entry

%E RHY Program Data Intake

& Flash Gordan
12/6/1969 Male

HUD Program
- Exit
“ﬂ Client Dashboard A

@ Exit Enrollment

CASE MANAGEMENT
O Exit Assessments

(& Client Dashboard

& e client >
3 Case Notes

E Assessments >
a Referrals >

E Services >
L]

# Enrollment Exit

To exit the client from the Enrollment, enter the Exit Date and Destination.

Exit Date: *| REIGIPIRLE 5
Destination:*| Permanent housing for formerly homeless persons (such as: CoC project; or HUD legacy programs; or HOPW,
Exit
v
Reason: |Cnmp|e1&d Program ‘
Case Manager Assignment:  Train33 L]
End Case Assignment: M @
< >

@

%E RHY Program Data Intake HUD Program
- Exit
(@il Client Dashboard

=

@ Exit Assessments

Exit Enrollment
CASE MANAGEMENT

éﬂ Client Dashboard

é Training - CoC (PH) P Enrollment

V. * Universal Data Assessment

Complete the information below related to the selected client's housing status and other relevant information.

1

‘ Default Client's Last Assessment @ ‘

Assessment Date:* 02/08/2016 2

Age at Assessment: 46
& Edit Client > ¢
- Assessment Type:* |Exit |
n Case Notes Assessor:* Train33 \)g
<
I N Proaram:*_[Trainina - CoC (PH) v

If you need any assistance running your APR or finding and completing missing data, contact the HMIS Help

Desk at GAHMISsupport@dca.ga.gov.
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